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While public spesking hes been a popular and important academic interest for many years,
there seems to be a growing interest of this subject in business and other professional
sectors. There hes been, for instance, 8 proliferation of professional “success” mage-
zZines in the past ten years. This bibliography contains recent citations of public speaking
and related subjects in the popular press. The citatic .3 in this bibliography are drawn
from trade journels, negezines, snd books in print. AN scholarly or scademic citations
have been omitted from this bibliography. With the axception of the books, ail of the publi-
cations selected for this bibliography were restricted to the past five years.

Ariicles in Magazines and Trade Journgls

Adams, Jorry. Fleet Takes Leisurely Tack in Public Speeking Progrem,” American
Ganker, 150, November 25, 1965, 23-24. The author reports on a publi~ speuking
course develoyad for excutives. Discusses the svvantages of the two and a half
yoar “in-hous” asrogram over sending excutivas to a two-day seminar, and
mentions & few of (he program's activies: videotaped rehersing, coping with histile
questions, press conferencing, and practicing for TV show-type panels.

Bennett, Janet. “Public Speuking: Guidsnce from Experts,” Working Women, 10,
November 1965, 117-118. A short article which reviews advice given by speech
consuitants. Among the mejor points mentiocned are: kr-w your 3ubject and sudi-
ence; develop an interesting voice; be responsive o the sudience; do not read the
speech; use a conversationsl tone; know the room you are spesking in; and maintain
8 high level of energy and commitment.

Blitstein, Allen. “Tother Wes Right: Employers Want Well-Spoken Candidetes,” Nationa)
Busineas Employment Weekly, (College Career Edition), Spring, 1984, Reports on
his netionwide survey (N=382 privete businesses snd government agencies) on
employment and prorolion trends. Siudy reveals thet “orat cormunication skills”
was listed as the most important factor in terms of hiring and pt omotion, ghove
poise, appearance, writling skills, personalily, grads point avevage, sic. Blitstein,
professor of economics st Southwest State University and consuitant in rural
indusirial development, aiso comments on the other major factc:s and the changes
in recruiting trzads over the past several years.
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Carter, Judy Langford. “How to Stand Up and Make a Speech in Public (Even When Your
Knees are Knocking),” Redbook, 154, February 1960, 35. Anecdotes are pro-
sentsd of woman who overcame their fears and excelled in public spesking. Advises

on how to prepare and gives rules for presentations: be specific, be enthusisstic,
take your time st the start of the speech.

Crizp, Wendy Reid. “10 Secrets for a Sensstionsl Speech,” Spvyy, October, 1985, 46.
The suthor, who Is aiso the editor of Savvy , offers a brief set of guidelines for
public spesking. Though many of the suggestions as heipful, others run contrary
to edvice commonly given in public speaking textbooks; such as: “write down
every word,” and “never tell jokes.

Davis, Joann. “Eileen Prescott Starts a Speaker Manegement Firm,”
219, March 20, 1961, 33. A short report on & firm developed by Eileen Prescott
to handle the dooking of suthors as public speakers. Advantages of the lecturs cir-
cuit are given for both the suthoers and the publishers (e.g. creating an sudience for
8 book),

Detz, Joan. “How to Conlrol GRA Sessions,” Savvy , October, 1965, 46. Tiis is a short
but helpful article on this often overiooked subject. The suthor, who is suthor of

How Lo Writs and Give # Soeech, tells how Lo herdie hypotheticsl, pigeonholing,
off-the-record, confrontationsl, and long~winded questions in & public situation.

Dunn, Donald H. “The Serious Business of Using Jokes in Public Spesking,” Buginess Week.
September S, 1983, 93-94. The suthor emphasizes the importence of using humor
while cautioning its practitioners of its pitfalls when usad inappropristely: it can
alionate your audience and you can “die by the joke.” Advises using topical humor
24 opposed Lo lengthy jokes, not slerting the sudience thet a joke is coming, and
having the joke checked for sexism, rucism, and personel sntagonism.

Emenuel, Lits. “Spesk Upl,” Seventesn, 39, Novembor 1960, 71. A very short unde-
veloped articie on tow Lo be sn expert spes’ r: (1) “practice Uill its perfect;” (2)
“aet payched;” (3) relax by taking deep breaths before starting: (4) “enjoy
yourself;” (4) and lesrn from your mistakes (but do not worry sbout errors).

Gercia-Berrio, Constance. "Spesk-Easy: Making Presentations Withaut Falling Apert,”
Essence, 13, April 1983, 34+. Tells how to communicats effectively in & range of
presentationsal siluations ~tarting with a "self-awareness nrogram,” where one
snalyzes ones own speech habits (e.g. mispronunciations). The author gives s
rumbar of considerstions in preparing for the speaking assignment (e.g. anticipating
questions) and then how to get off to a good stzrt (e.9."never start by spologizing®).

“Getling the Right Words st the Right Time,” Business Week, October 19684, 116. A brief
srticle in which several public speaking principles are mentioned in light of the pre-
sidential debetes. Quoting ssversl consultents, the articles suggesats having s spe-
cific order in mind for presenting facts; citing Ltvo extremes and then presenting
the middte ground; and suggests not using noles. “On TV, they [notes] are called
diol cerdsYor a reason.”
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Gite, Licyd. “Giving that Winning Presentation,” Black Enterorise, 14, September 1983,
49-52. Talks sbout the kngortance of ressarchirg the fleid gnd the audience prior
to a presentation. Suggests writing out speech co xpletely, rehersing several
times, and taping speech to work out pronunciation difficuities and develop
interest in the voice. Arviving early to the presentation, dressing for the occasion,
and using visusls are 8lso advised.

Hanigan, Mauresn. “Tastering tia Game off Q & A,” Working Women, 9, Necember 1984,
34,37. Guidelines are given for handling the question-snswer session foliowing 8
spesch. The suthor gives advice on overcoming the “first question barrier® where
the audience mey be reluctant tc begin asking cusstions ("plant 8 question with a
friend,” snswer 8 commonly asked qestion yourself, or have wrilten questions
submitted before hand). The suthor then gives suggestions for handling s range of
problems relsted to the question-answer session. Excerpled from her book The
Secrets of Successfid Speeking, fMecmiilen, 1980.

“How to Psvch Up & Calm Down Before a Speech,” Giamour, 83, October 1965, 56. A
short article on what to do the night before, right before, and during 8 speech to
relax and remsin alert. Tips given are not often mentioned in similer articles (e.g.
“dont drink caffeinated beverages... or alcohol™ before ths presantstion, welk to
where your are spesking to work ofT nervous energy, and go to the bathroom prior
to the presentation.

Hulbert, Ann. “Lecture Circus,” The New Republic, 184, Mey 30, 1961, 10-12. Talks
sbout the revival of the lecture circuit, lecturs buresus, the “sters” the buresus
employ, and the business of lecturing. Comperes the present-dey development L
the days of the Chautsuqus movement. OfTers reaaons for the appeal of lecturing.
Quotes Erving Goffman on the ritust of the pistform.

Hunter, Bill. “Are You Resdy to Faca Sixty Minutes'?,” Indusiry “Jeek, Merch 9, 1982,
74-76. interasting articie on fairty recent public speskitig concern: fecing the
camaras of investigative reporting. Tells of training courses offered by PR firms
to help thooe in industry prepers for such encounters. Reesons are given why so
many execulives fail in such sncounters, and ofTers a :ist of cuggestions: use s
positive cpproach, know your important points beforehend, dont let interviewers
put words inko your mouth, state conclusions first, teware of “ofY-the-record”
questions, edmit you dont know an answer when you dont, and be likadls. Further
discussed are the “dirty tricks” of television reporisrs.

Iseaceon, Mex D. “Public Spesking snd Other Coronary Thrests,” The Seturdey Evening
Poat, 252, Juty/Auguat 1960, 45. Tranacript of s spesch sbout pubtic spesking
by a vice president of an ol company. Anecdoles and quotations from famous
weskers are given. The importance of orsl communication in everyday life is
190 emphesized.

Kanner, Bernice. ~A Funny Thing Happened...,” New York, 15, June 26, 1962, 14-16.
Personal account of the author going through & two-day executive seminer in
public spesking. The various Lechniques snd topics are mentioned (videotaping,
visual sid development, confidence-building session, stc.). The author casts & dubi-
ous eye such seminers.
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Kennedy, Marilyn Moats. “10 Sure-Fire Tips for a Great Presentation,” Glamour, 62,
February 1984, 172. Founder of a management consuiting firm: and suthor of a book
on office politics, Kennedy gives tips on public speaking ranging from crganizing the
presentatisn to what to est before the presentation to the use of visual sids. Short
article.

Ki chel I, Welter. “The Big Presentstion,” Eortune, 106, Juty 26, 1962, 98-100.
The suthor presenis three ressons why presentations are so importent in cor-
porste tife: (1) “most executives prefer verbal comrunications® (they hete reading
reports); (2) they facilitale the decision-making process by providing concrete
exampies; (3) they give the bosses a chance to “size up the undertings.” Talks
sboul preparing for the presentation and suggesis not opening with & self-
depriceting joks. Alao discusses the handling of visusls end questions.

Klien, Relph €. “How to Speak Effactively at Technicel Presentations,” Computerworld,
April 30, 1984, S6+. Discusses the problems thet occured when people in tech-
nical professions give presenisiions (e.g. becoming “entangled in jargon and esoteric
concepls.”). Among his suggestions are: defining whet ons is going Lo say and to
whet degres; defining the audience; inspecting the place of presentation; and defin-
ing ones terms. Emphesis is placed on meintaining the interest of the audience who
might eesily be turned off by #n overly technical preseatation.

Kornblum, Annetts. “Stage Fright in the Executive Suite,” Nation's Business. 72,
Decomber, 1584, 56. Performance anxiety’ is reporied as being “widespread in
the workplace but overiocked.” Several case studies of phobic stege fright and
trealment ars presented as well as suggestions fcr overcoming moderate levels
of stage fright: (1) know your meteris!; (2) role-play; (3) sitow for spontaneity;
(4) do breathing exercises; (5) and seek professionsi help.

Laurence, Leslie. “A Spelibinding Spesker on the Sales Trail,” Morsy, April, 1985, 27.
A case study is given of Anne Sedovsky, s president of & Delles-besed real
eslate firm, who presentad 200 seminers on “success” generating $170,000
income for her- firm in 19684, A few quaitities of her speaking sbilities are offered:
draws heavily from personsl experience, spesks with “evangelical fervor,” Lalks
fast, end speeks of having a “winning stlitude.

Looch, Thomnes. “The Power of s Winning Prblic Presentation,” Nelionsl Underwriters
(Life and Helath Edition) Januery 14, 1964, 8+. After giving a well-developed
case study of a failed presentation, Leech, suthor of How to Prepare, Stage, &
Daliver 5 Wioning Preseatation (AMACOM), offers the four * P's™ of good preven-
tations: planning, peckeging, proofing, and practice. He elso discusses the problems
with using lecterns, vicwing them a3 “didilitating crulches.” A helpful article,
despits its brevity.

Leopold, Allison Kyle. “improving Your Voice,” Yogue, 175, Mey 1985, 362. Talks sbout
how women hurt their delivery through flaws in the voice. Briefly mentions the
origing of vocal problema and gives advice on developing & stronger voice. Also
w3cusses physical aspects of a presentation which contribute to s wesk delivery
(mannerisms) and ways of improving the delivery.




LeRoux, Peul. “Mastering the Art of the Winning Presentstion,” Workirg Women, 10,
February, 1985, 84-86. LeRoux argues for the importance of being weil-prepared
for presentations and discusses & number of practical but often overiooked physical
considerstions. He suggests the best sesting arrangement, the rigit vway to use
equipment (slide screen, lectern, microphone, projector, and lights), and advises
vhen and when not to speak. Excerpted from his book Seiiing to 8§ Group, Harper &
Row, 1964.

LoRoux, Pat. “The Fine Art of Show and Tell,” Working Wornen, 10, September, 1985,
126-13C. This article Is pricarily concerned with the uss of visuals in presen-
tations. The author deburks several myths concerning the use of words and nun-
bers in visual presentations and suggests ways of converting idees inlo pictures.
He a%90 offers Lips on Lhe sppropriste amount of visusis and the right medium for
the presentation.

LeRoux, Paul. 10 Sure-Fire Tips for & Great Presentstion,” Glgr, £, 82, Oclober 1954,
260+. Gives advice on the physical aspects of delivering s presentation. Best snd
mast original section is on what d do with the hands during s presentation. Sug-
gest avoiding 8 “clesped hands® stance or the “cockieil party” hend-wave.

Linscott, Judy. “Getling On and ONY the Podiun,” Sewvy, October, 1985, 46. Practical
sdvice is given on how Lo hendis the “most important perts of & presentstion:” the
opening and closing. The suthor, s writer for New York Deily News, quotes com-
munications consullents on presentational et'quetite: whet to do prior to your pre-
sentation, adjusting yourself to begin the speech, end creeti-g s faverable impres-
sion with the closing.

Linver, Ssndy. “rlow lo Speak Betlor in Public,” U.S. News & World Report. 90, April 6,
1981, 60-61. This interview with the suthor of Soeekeesy covers s wide range of
aubjects related Lo public speaking including Deing yourself,’ menuscript delivery,
how {o relax, and what to do with your hands during the speech. The suthor also
suggests thet the public spesking course can “sometimes creste mors probler:~ then

they solve.”

Liver, Sendy and Nick Teylor. “Using Visual Aids,” Working Women, 8, May, 1963, 52.
Authors discuss advantages of using vizusl sids, Trequent problems vith their
useage, and deacribe the qualities of good visusls. Advantages and dissdvan-
Lages of different types of aids are siso given.

Hachlowitz, Merilyn. “Spesking Out,” Working Woman, 6, August, 1961, 77. A manage-
ment psychologist Lslks sbout the career benefits of pubtic spesking: both as &
source of income and as & way Lo gsin exposurs in one's fisld. The author then
discusses & numbar of ways to get sterted and provides citations for further

readings.

Markiey, Horbert E. “Spesking is a Valusble Asset,” indusiry Week, 216, January 10,
1983, 102. A brief and snecdote! erticle from & retired CEO on the impor-
Lance of developing public speaking skills. The suthor suggests keeping Lhe speech
short and practicing delivery. He also mentions the support sorvices commonly st
n executive’s disposal for assisting in the speech-making proces..

-
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McConnelf, Cherles R. How You Can Spesk More Effectively,” Production Engineering.
29, Saptamber 1982, 34-33. Discusses hov' a professions enginser might be ar
“ametour spesker.® For beginning speskers he advises preparing more material
than necessary to aveid the embarasament of not filling the tima allowed. Also
advises finding out the technical level of your sudience, prepering visue! aids,
avoiding versel fllers, timing the spesch beforshand, and using ceif-referential
humor. Furthar offers suggestions concerning de*ivery, determining purpose, and
organizing material.

Mereson, Amy. “When All Eyes Are Qv Your,” Science Digest, 93, May 1985, 21. Stage
fright is seid Lo bs common and irestable. Cites the work of psychologist .ohnathen
Chesk, speech specislist Gerald Phillips, Dele Carnegie, Toas'm_ters intarnationsl,
ond the Sen Antonio Phobia Clinic. Briefly mentions various views of stege
fright but does nol offer any techniques for coping with the problem.

tiles, Mery. Part I1: Honing Your Prasentstion Skills,” Comauter Decisiens, 17, May 21,
1965, 134+. Gives estirated percentages of working time spent in communication-
related activities. Discusses tis TMitlerling Method,” & communication—style
inventory, and advises speskers to adept their spesking styles to the situstion.
Deacribes major types of styles and mentions foctors thet can influence the
reception of & presentation.

MonteriefY, Frederick €. “Public Speaking: Yours the Ster,”
Noverber/Decomber 1984, 39-41. Offers public spesking tips for rea? culale pie-
sentations. Most importantly, he says, remember thet you are the expert. Hs mso
advises on “capluring the sudience” with the A.1.D.A. method: attention, interest,
desice, and action. Also discusses rehersel time and visual support (graphics).

OMalley, Christopher. TMaking Quick Presentations,” Personal Covnputing, 9, December
1965, 76-83. A thorough snd excellent article on the new tcchnologies which en-
sble presenters to meke visuals thet sre quick and professional looking. Reviews
compuier herd and softwarss which heve graphic capebilities. Points out the value
of Lechnologi e in terms of time and money saved. Gives names and addresses of

compuler companies which pecialize in software for graphics.

Paley, Maggie. “Tiodern Image Signal: Voice,” Vogue, 174, August 1984, 337+. / uthor
reports on her visits to a number of public spesking consultents in order itmprove
bar speaking abilities. Gives insights into the range of techniques used by these
consutiants end quotes them on their philosophies of public spesking.

Posner, Michasl. “Tough Guy on the Campus Star-TMaker Circuil,” Maclesns, 94, Jenusry
26, 1981, 10. Describes 6. Gordon Liddy, who served time for nis involvement
with the Walergate conspiracy, and his subsequent ride on the college leclure cir-
cuit. Offers some of Liddy's comments tc help explsin his popular billing as

“Arnerica’s grealest spesker.”




Raudsepp, Eugene. “When it's Your Turn to Speak at the Podium,” Administrative
Hensgement , 43, June, 1982, 24,52. The authors makes suggestions for pre-
venting spesches from “dying on the vine.” Arguss for extemporanecus spesking
and ofTer ways to prepare for such a presentation. He aiso advises thorough prac-
tice, doing snd sudience analysis, having sirong openings and concludsions, using
visusls, and hendling questions. Using humor in the presentation is also suggested.

Rogers, Netalie H. How to Flald Questions,” Working Women, 8, April, 1983, 144,
Author of Talk -Power| (Dodd, Meed & Co., 1982), Rogers suggests aiting on meny
Gifferent questioners, kesping answers brief, limiting the numbar of questions, and
not getting into a discussion or delste with an sudience member. In addition, she
suggests repeating question and gives advice on how to handie “unaswersbie
questions” and how to anticipete questions. Good arti ie.

Rosten, Leo. "How to Leave them Laughing,” SO Plus, 25, June 1985, 64-67. Gives ad-
vice an being humorous during a public presentstion. Suggests not prefacing story
or joke, identifying only the essentisl characters, showing the’. you enjoy your own
Joke, kesping your eyes on the audience, and using simple verds. Offsrs several
jokes to practice with. Article adepted from The Gignt Book of Laughter (Crown,
Inc. 1985).

Ryckman, W.6. "Dont Read Your Speech-Ueliver It,” National Underwrilsr (Hestth and
Life Edition), January 14, 1984, 34-37. A lecturer in business adminsitration st
University of Virginia, Ryckmen gives thres mejor words Lo keep in mind in pre-
paring {or & presentiation: “sssignment, sudience, role.” Then he expleing the pre-
parstion process which includes throwing away the written speech and “rehersing
from noles.” Also sdvocates using a tape recorder and/or videolape Lo improve
the verbal and nonverbel aspects of the presentstion. Additionsily, he ofTer advice
on ths question-enawer session (e.g. planting & question with & friend in the sudi-
ence).

Stecker, Elinor. “Audio Visuals and Mestings, = Meslings and Conventions, 18, August,
1963, 48-50. A review of Miches! Kenny's book, Pressnting Yourself (Eastman
Kodek and John Wiley & Sons), which covers the book's major headings. Listed as
& "must read,” the book is commended for its considerstions of the audience

(physical srrangements and attention spans).

Steinam, Gloria. “Telking Revoltion,” Mg, 12, October, 1983, 106. interesting article
sbout the author conquering the fear of public speaking snd developing as & public
spesker (she cails it “s major hurdie® in her life). With the development her thinking
on veminiat issues, she found a voice and a forum to discuss those issuss. Offers
three impartent lessions she learned sbout pubtic spesking: = (1) You dont die; (2)
there’s no one right way to spesk, only your way; snd (3) it's worth it.” Also
descrides her most difficull audiences, diacusses the importance of humor and
mantions the personsl rewards geined ‘rom her spesking engagements.

Stein, Herbert. “How to Introduce sn Economist,” fortune, 104, November 30, 1961,
134-135. A humorous articie on how nol to introduce an economist and suggests
thet there is no need Lo introduce somecns with a joke. “It only succeeds in irri-
tating the economist, who then feels obliged to cortinue with other jokes.”
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Suid, Murray. “Spesking of Speaking,” instructor, 93, May, 1984, 56-58. Directsd to-
wards primery and secondary schooi instructors, this articles gives 8 number of
encellent exercises aimed at getting students comfortable with public speaking from
m oarly age. The spacific skills of answering questions, listening, projecting, etc.
are discussed. Many of the e:srcises are siso aimed st helping students overcome
their stage fright and thinking “on their faet.” Excerpted from For the Love of
Spesking and Listening, Mondey Morning Books, 19€3.

“Taki:q Your Way to the Top,” Slamour, 79, February 1981, 218-219. Offers guidelines
on how to handie a tz.evision interview, a speech, and & telephone interview. Guide-
lines come from & public relstions consulting firm. Good advice, yst 8 very short
article,

Trahey, Jane. Working Womgn, S, October, 1300, 40. A short humorous article sbout
women's tendency to be overly sppoiogetic when things go wrong during public
speaking. Supgests seversl ways to prevent things going wrrong and batter ways
to hendie it when verious equipment (microphone, lights, stc.) feils.

Wiegand, Richerd. "It Doesn Need To Be Dull To Be Good: How Lo improve Staff Presen-
tations,” Business Horizons, 26, July-August, 1965, 35~41. Wiegand, monege-
ment communications professor st the Universily of Alsbema, covers a broed
range of subjects related presentational skills retevant to making a st+ff maeting
more inleresting and productive. Sets ground rules far staff prasenters: (1) check
tims constraints; (2) make recommendations or conclusions earl .; (3)use a
conversetional approach; (4) use visusl and handouts; (S) evaluate snd practice
spesking Lechniques. He also gives “a checklist to use in privets with presenters,”
and discusses Lhe pros and cons of frequently used visusl sids.

Wileniz, Amy. “Visions of Lecture Lucre,” Time, 126, August 19, 1965, 20. Short arti-
cle on the convention of the inlernetionsl Plstform Associstion. Tatks sbout the fees
paid to the most popular speskers (Bob Hope, Psul Harvey, Jeane Kirkpatrick, etc.)
and the compstition smongst the * * speskers.

Wolfe, John. “You Can Spesk in Public,” Resder’s Digest, 122, May, 1963, 174-176.
President of a coramunications training organization, Woife offers s number of sug-
gestions Lo non-professionals on preparation snd delivery. Concerning preperation
he suggests: choosing the right subject, orgenizing logically, rehersing, and keeping
notes o a minimum. Concerning delivery he suggests: meking friends with the audi-
ence, never apologizing, and building to & climax.

gooks

Adter, Mortimer J. How (o Sosek:tiw toListen, New York: Mecmiitan Publishing Co.,
1983. Adler discusses the sales talk and other forms of persuasive spesch,
lectures and olher forms of instructive speech, listening with the mind's ear,
question and snswer sessions, how Lo make corversation profitable and pleasurable,
ond teaching and learning by discussion. A well-wrilten book full of prarciical ex-
amples.




Allen, Steve. How to Meke A Speech. New York: McGraw-Hill Book Company, 1996.
Allen discusses such Lopics as overcoming stage fright, writing the speech, the
importance of rehersing, how and when to employ humor, whet to de if your sudi-
ence knows more than you do, and serving as toastmaster. This an engeging how-
to-do book full of examples of Alien's humor. An enjorable, witly, and well-
written book.

Blumenfeld, Esther, and Lynne Alpern. The Sinile Connaclior; How Lo Use Hurnor in Dealing
with Pecple. Englewood Cliffs, N.).: Prentice-Hall, k<. (A Spectrum Bock), 1986.
The authors examine how, why, and when humor can makse our lives richer and
more ploasert. Much of the book treats humor in & wide ranges of humen experience.
That which makes this book relsvent hers are chaplers on “The Power of Humorous
Persussion” in which the authors diacuss the power of humor a3 s sales tachnique,
snd "Humer in Communication™ whers the suthor's discuss humor in speeches ar.. the
ingredients of & successful speect:. An sxcellent, informative book with a superd
section (35 pages) on "Humor Resources.”

Bransford, John D. ard Barry S. Stein. The idesi Problem Solver: A Guids for imoroving
Thinking. Learning, and Creetivily New York: WH. Freemen and Compeny, 1964,
Using their IDEAL (identify, Define, Explore, Act, Look) framework, the suthers
show how potentist problems beth (it and are solved within this framework. Part of
s bouk (10 peges) focses directly on “Effective Communicetiun,” however, be-
cauns of the closs Hink between probler: s0lving and cormrnunication, most of the
book has useful spplication. Sections on “mproving Memory Skills,” “Inteligant
Criticism,” and “From Criticism Lo Creativity” sre well done. Nurrerous sources
are citled.

Carnagie, Dele. How L - on
Now York: Pocmaooks 1956 msismodhdoaﬁonofwnoxtbookm
public speaking first writlen in 1926. it is designed to help readers develop poise,
guin self-confidence, improve their memery, make their mesning clesr, begin and
ond a lalk, interest and charm their sudience, improve their diction, and win an ar-
gument without meking snemies. It is fll of examples and enthusisstic practical
sdvice. A motivated book, still in print.

Cialdini, Robert B. Influsnce: How and Why Pecple Agres o Things. New York: Quill,
1964. Although this is not & public spesking book, per 3¢, Cialdini provides resders
with the foundations and Lechniques for effective persuasive communication. Whet
caunes people Lo say “yes” or “no” to ideas? He boils his findings down to six es-
easentist psychological principles: reciprocation, commitment and consistency,
social proof, Hking, suthority, end scercily. Although resesrch besed, and more
sophisticaled ten most books on this list, Cialdini's is well worth reading. An
interesting, chellenging book.

Detz, Joan. Hov/ to Writs and Give 8 Soeech. New York: St. Merlin's Press, 1064,
This is a short book full of brief, interesting examples and resources. There sre
nurnecous lists and directives, italicized words, guotstions and aphorisms, as well
s famous lines from Churchill, George Bernard Shew, Mertin Luther, Benjsmin
Franklin, SL. Pxal and others. Brief and sasy-to-resd but lacking in depth and
completaness characlerizes this book.
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Ehrlich, Eugene, and Gene R. Hawes. Soepk for Success. New York: Bantam Books, 1984,
Here is & comprohensive book full of practical advice. The authors cover the basics
with chapters on such topics as seif-snhancement, verhal and nonverbal comamuni-
Catior., persuasion, manuscript spesking, using visual aids and humor, 83 well as
speechwriting. Mmu\gboukhwﬂdnﬂnmwtnrdymdowipﬁm.
&d their own e:perience, more than on exsmples from others,

Eisen, Jeffrey. Powertalk!How to Spesk It, Think L, and Use It. New York: Simon &
Schuster, Inc., 1904. In this book Eisen combines asssrtiveness with communica-
tion. Itbmtlbukmmﬂkwmm.m.mmsmw.sm
vaoﬂxﬂwhﬂwy,%.uﬂnwﬂm.mu&mm. Also, he
inckudes a section on «slesmenship. it is a book full of interesting, business-related
advice.

Eistein, Charles. How ACmidicals: The Mesning, Seheens & ! o de Lo Clear Writing
and Speech, New York: McGraw-Hill Book Company, 1965, Here is & lively guide to
style, clarily, and precision designed especiaily for busingsspeople but useful to
Wummmm.meWwMMmaM. In
Lhe “preemble” Lo the book, the author- disucsses the rules and when Lo brask them.
mmmwmmusamwmumwm.m.mm.
and phrases with great exsnples. A useful book on the fine srt of cleer, persuasive
communication.

Flesch, Rudolph. The Art of Plain Talk. New York: Collier Books, 1951. Thisis not &
Mmmkmm.m.wmwusmcuymmmy.
hmFMMMMmemmmmeWy
wanl (o sey. Mmmsﬁrﬂ«ymm,uﬂummtmuﬁp.
and pinpoint what is wrong with your spesking. This book is & mode! of plain Lalk-
written in a colorful, precise, snd easy-lo-understand menner. His famous
Readabitity Formuls is explsined in this book. Flesch offers good idess for all
communicators. Still available.

Frank, Hilo O. How Lo Gel Yo Poink Across in 30 Seconds or Leas. Naw York: Simon and
Schuster, 1966. Frank suggests thet the 30-second tnessage is et the heart of
mmmmmmmmnmum.
sﬂlﬁnmi«.wmqucm.mscmun.cmdnhga
mesting, or giving a speech. This is & practical, skills-oriented book in how Lo
prepare and deliver & 30-second message. He Lalks sbout getting sttention, keeping
interest, Lelling a story, snd getting what you want. An inter asting, enjoysble book
with useful, brfef, suggestions.

Hanigen, Maureen. Secrels of Sucess(yl Speaking. New York: Baltantins Books, 1963.
Hanigen hes wrilten a book on volcs improvement. in & very easy-to-rsad manner,
mMMMMmWUnMMmjmmmM.Mc
exercises that strenglhen speech. She shows how Lo relax, breathe, avoid 8
mmmmmw".:cs:mm.mm
convarseliens. mmmuammmmmm.
Hanigen offers simple, practical advics.
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Hegerty, Edward J. How to Tak Your Way to the Top. West Nyack, New York: Parker
Publishing Co., ic., 1973. in a book full of ifsts and points and very short pare-
graphs, Hegerty shows how to help others stay tuned to you, make sure your on-
the-job spesking heips you, make sure what you say is c'early understood, kesp
your “big mouth* from holding you back, and develop the voice of an executive.
Very basic, superficial approach to getting shead in business.

Hoffman, Gloris, and Pauline Graivier. Spesk the L angusge of Success. New York: G.P.
Putnam's Sons, 1983. These author discuss cresting a positive climate, giving
others whet thay most want, listening for effectivensss, the dangers of saying too
much, handling silenc>, reading others’ moods, and recognizing hidden messages.
They treat interpersonel, not public coamunication; however, meny of their ideas
apply ta the public situstion. An interesting book full of examples from the lives of
the suthors.

Humes, James C. instanl Eloguence: Public Spoaking Made Easy. New York: Harper &
Row, Publishers (Barnes & Ncble Books), 1973. Humes' approact: is to help readers
prepere apeeches quickly and peiniessly. His formula: Exemplify, Amplify,
Specify, and Electrify—apells E.ASE., and takes up S7 peges of this 247-page
book. The rest of Ns beok is & catelog of ice-breskers (23 pages), mind-wakers
(124 pages), and soul-shaters (23 peges)—interesting exsmples and snedoles for
spesikars Lo uss in their sprches. Thers are numer=1s catslogs of such anecdotes
designed for public speaker s; Lhis one tends Lo be stuctleor and less-useful than most.

Humes, James. C. Tak Your Way to the Top. New York: ‘4cGraw-Hill Book Compnay,
1980. This book is desigred for execulives, or polential exscutives. The suthor
deals with communicstion in the business conference, by telephone, in the job inter-
view, and in reflerence o reporters. But 72-peges of this 169-pege book is devoled
to public spraking: choosing topics, orgenizing meterial, writing out speeches,
reading speeches, conlirciling fear, hendling visuals, and deating wilh hostile ques-
tiens. The book is simple and practical.

isaacaon, Max D. How Lo Con X
3w York: memmmmy(almmmy) 1964
{saacaon can convince you thet public speaking can be fun! How can you take the
terror out of the experience? The book is filled with quotstions from prominent
personslities, tectnigiss, and cxamples. 1t is an enjoysble, witly, motivating book
that discusses ways Lo chese the jitlers, how Lo get laughs, find oulsianding speech
material, and prepare winning speeches. An enjoysble book full of stimulating idess.

Kebbe, Charles. Profitsble Public Speaking. New York: Anthencum, 1983. A short book
(96 pages) but covers s wide range of public spesking concerns in s "how to°
fashion. Cheplers such es “How Lo Spesk Slowly,” "How to be Yoursell,” and Tlow
to Handle Your Hands™ mekes this a surprisingly helpful book. The book also incluGes
& section an teaching public speaking Lo others.

Kenny, Micheel. Presenting Yourseif. New Vork: John Wiley & Sons, Inc., 1982. This is
an Eastmen Kodek Company’ book~ \avishly snd slickly produced in a highly visual
manner. It is & book for the businessperson who mekes presentations and includes
more than 100 colorful pholog-ephs and 175 pages peges of explanation. It is es-
peciaity designed for those who plan to maeke use of technical equipment such as
stides, but the suggestions for preparation, organization, and delivery are direct
straightforward. Interesting, useful, and clear material.
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jow to F ing F . New York:
Amacan 1962. ummdeﬂmedww
professionsi presentations. Two major sections sre on 8 “systems approach” to
presentations and special presentationel situstions (v.g. team presentations, inter-
netienel pressatations, speaking from a manuscript). Gives many lists and points.
Tharough and well-wriitten.

LeRoux, Peul. Selting o 8 Groun: Presentation Sirstegies. N:w York: Barnes & Noble
Books, 1964. Author states thet the “book is nol sbod wedic spesking- il's
shoul selling to groups,” but admits simitarities ss we'! suggests differences.
6Givis vary explicil and helgd\l advice on delivery, visusl sids, staging & presen-
tation, and hendting 3 quastion and answer session. This book is most helpful
when discussing the Lechnical apecls of presentations.

Linkleder, Art. Public Speekine ~~~ “rivate Pecple. |«isnepolis: The Botos-tMerrill
Company, inc., 1980. A Ch....y book on public -pesking by the well-known tele-
vision personalily. Gives considorable suggestions on many aspects on public
spesking but the best sections are “The Non-Joke-Teller's Euide Lo Telling Jokes™
(Chapler 5) and “Talking on the Tube™ \Chapler 16).

Livner, Sendy. Speak Easy: How o Talk Your Way o 1+ Top. New York: Summit Books,
1979. This book grew out of the classes end seminars Livner conducts out of her
consulling flem, Speakeasy. The book focuses on the spoker: image—— how we use
the words, the sound of our voices, and ths way we une our bod'es as we speak.
Having & strong spoken imens meens feeling relaxed and in control ‘n front of an
sudience, ¢ aveying suthority and erergy, and deinonslraling an awarcness of the
people Lo v “om we are spesking. A useful, practical, very informaetive book on
detivery.

| Livner, S-Mv MNMTW MMMMM
o ‘ Busienss Silustion. New York: Stnmit Books,
1983 mwmummmmu—ww for preparing
and detivering any speech or praseniation your career will demend of you. The book
is besed on Livaer's Lon years of experience as president of Speekesay, inc.. She
focusss most on the careful planning necessery for effeclive speaking. Thisis a
practicd, fairty complets (2. pages) sxaminetion divided into two perts: (1)
orgenizing your conter and (2) developing a tyle. Fifty peges of interviews with
“nalural” (netural speskers) concludes the book. A useful, insightfil book.

Micali, Peed J. How to Tolk You Way to Success: The Secrels of Effective Busniess
Communication. New York: EP. Dulton, Inc., 1983. Micali Lreats the besixs, as
well as bad habits, vocshulary, nervous tenvion, physicel tension, cresting impact,
experience, and gaining the upper hand. Micali shows readers how (o master the
simple skills for making sales presentations, leading a dynamic mesting, and maxing
effective Lolephone contacts. This is s very basic, simple spproach.

tiller, Sherod, Dendei Wackmen, Elam Nunnally, and Ceral Setine. Sirsight Tolk. New
York: The Noew Amecicen Library, 1962. The suthors have divided this book inlo
three parts: Uw style and substance for comtmunication, Skills for saying whet one
really mens, snd ways (0 make contacts-—connecting. This book is & guide for rela-
ting to people in an emotionally hesithy way. it is full of useful, practical sdzics,
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Ten Speed ress prblications and i ustrations, this book fits into their now
“classic” nade. Nelson divides the book into three sections: (1) “Preparing for the
Stage,” in which he wplains and analyzes spesking feers and develops a plan for
overcomisg stagefright, (2) “In the Limelight,” in which he shows how to control
and channel anxiety while apesking, and (3) “After the Applause,” in which he con~
sider's akills and tiizories for the long-term resolution of the fear of speaking.
Although there are no sources cited, the book is use®ul, practical, and short (115

pades total).

Pendieton, Winston K. Complel . 0 ) acdotes.
Wast Nyack, New York: Wmmy.ln.. 1979 Paullolmhas.
provided speskers with & useful dictionary designed to “prova: s .pontanecus re-
action to your next speech” (p. 7). Pendieton claims the material hers is “sudience-
tesled, laugh-geliiag meterial” (p.7). 829 stories are offered.

Robbins, Lerry M. The Dusizeas of Wrilieq and Sooeking: A Menagerial Communication
Manual. New ‘fork: McGraw-Hill Book Company, 196S. The besic premise of this
boe.: is thet clear communication s s prerequisile for success. in this specific
book, Robbins integrates basic skills, intsliectual inquiry, and specific topics of
communication applicable Lo the professionsl world. The first seclion of the book
deals with the generr* principles of communication. After a section on writing, he
provides 5 section on genersl principles of speaking, and concludes with & section on
common Lyaes of oral presenistions. With & three-page bibliography, end-of -
chapler quesiicns, and an argendix, this is more like & brief (223-page) Lextbook
than « typicel tradc book.

Rogers, Natelie H. Yalk-Power: How to Speak withv fear, A Systematic Training
Program. New York: Dodd, Mead & Compeny, 1962. The suthor is responding to
& oral cominunication course she Look which did not addrass the feer of spesking in
public. Rogers centers her method of public speaking srourd fear as the basic pro-
blem. Her coping muthods coms fram thres sources: (1) behavior modification,
(2) theatre, and (3) speach crafting. Cites none of the resexrch on speech anxiety,

but gives meny specific sxercises in & “butiding-block spproach.”

StndTDwthy DeeC ', ig
Sopecineking. mvwommm.omo.nsoa) 1970 Su'mﬂ'ius
divided her bock into three perts: (1) "Sound #% Sood as You Look,” (2) “Conver-
salion,” and (3) “The Speech.” An sppendix of "Speech Cosmelics,” “Readings for
Color and Efsctivensss,” “Punchlinars,” end “Refirences,” occupies 126 pages of
this 3577-page book. This is an informal, practical book full of suggestions. She
uses nuMerous exampias to bullress the lively writing style.

Shes, 6ccdon. Managing & Difficult or Hostile Audience. Englewood Cliffs, N.J.: Prentice-
Rall, Inc. (A Spectrum Book), 1964. Shea makes it clesr thet this is ot 2 book on
public speaking atthougit it conteins many idees thet can help readers maks & first-
class speech or presentation. It is & book on how to work productively with sudi-
ences and groups when hostitity, feer, apathy, 2u:-, ‘am, or defestiam shedow the
procesdings. it is s practictioner's book dest ~>4 ¢ speskers or leaders. It is full
of practicel idess and techniques. A brief Léohograply is included. Shea emphasizes
proparstion snd presents s clear, usuiul, and informstive book.
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Simmons, SH. How to Be the Life of tho Podium. New York: AMCORM (A Division of
American Mansgement Associations), 1962 Basically, this is a 294-page private
collection of openings, closings, jokes, snedotes, and philosophical comments whi..;
Stephta O. Frankfurt hes used to enhance and enliven the many speeches he has
cavens. It is not cesigned to tell you how to deliver a line, improve your phrasing, or
use 8 micropsene. The book supplies the reader with a8 wealth of material to help
speakers get into their talk, enliven it slong the way, and get off while the getting
is good. m\ymmmummwmqmn A fun and
somewhet useful book.

Snell, Frank. How to Stand Uo and Speak Wefl in Business. New York: Cornarstons Library,
1977. Snell is a businessmen writing with the problems of the business spesker
claurly in mind. Ths is a practicsl, concise guide designed to show busy executives
how to speak on the.r fest. He discusses how to cornmand an sudience, dicect you-
fice, say what you meen, sell your ides, prove your point, and get action. This is e
simple, practicsl, basic buok.

Snyder, Elayne. Speek for Yoursel(—With Confidence. New York: New American Library
(A Signet Book), 1963. Here is a laymen's public apesking textbook—informative,
inleresticg, end complels. Effective public spesking requires time, effort, practice,
and patience; there are fow shortcuts for excellence. Snyder offers guidclines (or

thorough preparation and practice. For a trade book on public speeking, you wont
0o wrong with this one.

Spicer, Keith. Winging it. Gerden City, N.Y.: Doubleday & Compeny, Inc., 1982. An
excellent book cn impromplu spesking or (mors precisely) speaking witi.out noles.
Spicer, 8 journslist, political commentator, and talk show hast, offers compelling
argurnents for developing a Spo  *neous spesking style. Gives many formulas and
exercisec for mastering the tecin. e and importantly tells “when Not To Wing It”
(Chapler 10). Well worih resdiny.

Turner, Wiltism. Secrels of ersongl Persusion. Englewood CHifTs, New Jersey: Prentice-
Hall, inc., 1985. Turnur draws from reel-worid experiences to clarify and amplify
his concepls. He provides success secrets designed Lo help people operate success-
vully with other individusls, in small groups, and before targe sudiences. Aninter-
«sling book full of practical advics.

m lhwvork WIlli-nerow-uC«mv.hc 1982 Thisisapuc-
tical, enterisining book. Valenti offers advice on all aspects of planning, writing,
memix izing, and detivering a speech. He gives particular emphasis to length, con-
tad, and the imporiance of knowing when, whare, and Lo whom one is spesking.
The baok is full of anecdoles and examples from well-known personalities——the rich
and famous. This & brief (152-page) personal-experience report that is simple and
enjoysble.

Wilbur, L. Perry. Stand Up- Sosek Up- or Shuk Up. New York: Dembner Books, 1981,
+ general guide o5; public speaking writlen in sn “easy-to-read” style. Covers
the different types of speectws, preparing speeches, different sty’es of 4elivery,
and “P.T. Barnum's Sure-Fire Recipe for Success.” Gives ideas for speech lopics.
While parts of the book are useful, the book as & whole tacks de;th and consistency
in Llerms of quelity.
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. Plessantville, tiew York: The Reader’s Digest Associstion,
1977. msmnrmmaswtom.pmanmofmmm
and good writing. it is a 730-page compendium full of examples for conversation,
telaphoning, interviews, selling, running meetings, besting stage fright, and the
various sapects of speech preparstion, development, snd delivery. Part four is on
the voice. This is a weil-wrilten resource full of inforriation and idees.

swcnm Nm.hruy PrmUa—ihll(ASpocmm) 1981 Wywo
offers dozens of exercises, sxampies, and insights into the crestive process of
Quick thinking. This is an especially useful book for those called upon often to give
impromptu speaches. A useful, informetive book full of practical suggestions.

Zonker, Arnold. Hgstering the Public Spotiight. Mew York: Dodd, Mead & Company, 1983.
By the “leading imege-meker for America's top exscutives,” this book covers both
familar and unfamiliar subjects relsted to public spesking. Discusses sppearance in
detail (mustaches, hair transgiants, eys glasses, etc.) but glosses over the subject
of stage fright. Best section s on televised interviewing.
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