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ABSTRACT
In tne rapid growth of the Technical, Vocational, and

Aouit Schools in Wisconsin, the technical subject areas nave

reptl pace with the constantly changing demands of industry,
i_, wnile some ol the academic areas, mainly English, have had
1ittie or no revision to meet these new demands. In spite
of this fact, there has been a sparcity of research in

evidence to show that any attempt has been made to bring
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the English programs abreast of the technical growth.

For this reason, 379 ouestionnaires were sent to

ingustrics in Wisconsin, Iowa, and Minnesota to determine
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tne Englisn needs of the technician. In addition, 14 inter-

s\ views were conducted with businesses in Wisconsin and Minn-
¢
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. nrograms. These results were tabulated and mean
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percentages of time were found in order that an English
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program couvld be formed.
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The responses showed that between 57.2 and 69 per
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cent of the technician's time is spent in communicative
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skills. They also revealed that technical reporting. a

P

ma, »r portion of the job, was equally divided between oral

ane writien reporting. As a result of the survey, a two-

semester kEngiish program for the technician was designed to

meet the specific demands of industry.
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II. DEFINITIONS OF TERMS USED
Technician., A technicilan is usually employed in (1)

research, desigri, or development; (2) production, operation,
or control; (3) installation, mainternance, or sales. Within
the confines of this study, the tgqhmicians are serving in
the fields of Alr Conditioning and Refrigeration, Automotive
Technology, Commercial Art, Electivmica, and nec_hanical
Design. The function of the techniclan in this study is to
work under the supervision of an engineer, supervisor, 01;
lead commercial ax;tiat performing the manual and reporting
tasks in the technical field., Ie must effectively commni-
cate sclentific, sales, or engj.neerin-g ideas mathematically,
graphically, or linguiatieally.z - ,
Technical, Vocational, and Adult Schools, . In Wis-

consin, Technical Schools are public educational institutions
designed to prepare people for employment., In this paper,
the technical pro,éran of the schools will be examined,

This program offers a two-year course ard grants an Assoclate
Degree in i;he flelds mentioned above.

Soumunicatlon Skills Program. In Wisconsin state

- 2cathleen Quirk and Carol Sheehan (eds.), Research in
Vocational and Technical Education Proceedings of a tonlerence
(The Unlversily ot Wisconsin Center Tor Sﬁﬁ%eg; 1n Vocational
and Technical:Edu.ation, 1967), p. 164 _
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CHAPTER I
THE PROBLEM AND DEFINITIONS OF TERMS USED

with the rapid growth of the Technlcal, Vbcaﬁional,

and Adult Schools, 1t'13 very. apparent that the English

Programs in most of these schools are 1nadeq§ate‘ In an
age in which the technician serves as a liaison between
the englneer and productioh worker, or betweén mgnagement
and the working force, the need of an effective language
orogram in technical schools must be recognized. The lack

of research in the area of Englisn programs for technical
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schools has hampered the developament of core area subjecos

and has resulted in the use of outdated programs.
I, THE PROBLEM

atauement of. the<gpob1em. It is the purpose of this

study (1) yo show typical English programs now oe*nb of;erea -
‘5 the techoical schools of Wisconsin; (2) to devevmire

oo syxam.cicasive needs of the technlclan in ¢ncust:y,'and

.51 wo presenv an effective Engllsh program for the tech-

aical scnool determined by questionnaire and interview

stucy of Wisconsin, Jowa, and Minnesota industries.

Tmportance of the study. Results of the survey'nhoweﬁ

penecets 97,2 and 69 per cent of the technician's time *s
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spent in some form of oral or written communication., Fur-
ther research lndicated that the technician is aeverély
handicapped by the lack of ability fo commanicate. In a
recent survey of engineering and scilentific techniclans,
English was listed as the most important course faken in
undergraduate work.l The ability to explain the product
tﬁat the technician has developed 1s, in many cases, as
important in the acceptancé of the product as is its tech-
nical value,

In spite of the 1mpo;tant part the communicative
skills courses play in the tralning og the technician,
the majority of~the technical schools fall to adapt the
English program to the needs of expository connpnicatipn.
Of the seven Wisconsin technical schools that responded
to the survey, five were devoting over 30 per cent of the
time to teaching parts of speech and punctuation. Only
one of the schools was teaching oral reporting, while
six were devoting less than 20 per cent of the time to
written report writing. In this study, an attempt will be
made to correlate the recommended English program with

the actual needs of the technician in 1ndqatry.

leordon H. Mills and John A. Walter, Technical Writing.
(New York, 1962), p. 2.
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II. DEFINITIONS OF TERMS USED
Technlcian, A technlclan is usually employed in (1)

research, design, or development; (2) production, operation,
or control; (3) installation, mainterance, or sales., Within
the confines of this study, the technicilans are serving in
the fields of Alr Conditioning and Refrigeration, Automotive
Technology, Commercial Art, Electronics, and llec_hanical
Design. The function of the techuician in this study is to
work under the supervision of an engineer, supervisor, or
lead commercial ax;tist performing the manual and reporting
tasks in the technical field. Jie must effectively communi-
cate scientlific, sales, or engineering ideas mathematically,
graphically, or linguiatically.z _
Technical, Vocational, and Adult Schools, . In Wis-

consin, Technical Schools are public educational institutions
designed to prepare people for employment. In this paper,
the technical pméram of the schools will be examined.
This program offers a two-year course and grants an Assoclate
Degree in the fields mentioned adove,

Communlcation Skills Program. In Wisconsin state

2cathleen Quirk and Carol Sheehan (eds.), Research in

Vocatlional and Technical Education Proceedings of a Conlerence
{The Unlversity or Wisconsln Center Tor Sﬁ'd%es; 1n Vocational
and Technical:Edu.ation, 1967), p. 164
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technical schools,'all students are required to complete
two semesters of Communication Skills. Each semester is

eighteen weeks and covers the basic English skills of

reading, writing., speaking. and liateni
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CHAPTER II
THE METHOD OF ATTACKING THE PROBLEM

In order to determine what specific communicatlve
tasks are being performed by the technician on the job,
a questlonnalre was sent to 379 industries in Wisconsin,
Iowa, and Minnesoti. A copy of the questlionnaire is
showi: in Appendix A, As an instructor at Coleman Tech-
nical Instltute in La Crosse, I was concerned about our
technical English program. As a result I sent 315 ques-
tionnalres to Wisconslin businesses and industries, while
'6 were sent to Minnesota firms and 13 to lowa companies.
The largest number of questionnaires was sent to Wisconsin
firms since the majority of our graduates are employed
in Wisconsin. It was further felt that there was a
definite responsibility to meet the needs of Wisconsin
industry. The following crlteria were used in the
selection of the firms: the firms had to émploy'more
than 100 employees and had to have technicians in the
fields mentioned in Chapter I.

Of the 379 questionnaires sent, 189 were returned,
of which 133 were responses with usable answers. ‘Some
of the difficulty in the low return 5f the questionnaires
may have been due to the fact that they were sent 1in bulk
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mail and as a result would not hafe been tofuardod if the
address of the company.had.oeen changed. Lack of answers
on‘66_questionnaipes‘may hoye been the result of misinter-
pretation of the first question, which asked how many
Coleman graduates were emplojed. fIf #hey answered "None"
to this question their tendency may well have been to
ignore’the rest of the'surfey. This, however, 1is pure
speculation, and other circumstances‘may have provided

reasons for not returnl.:g the survey. The percentage of

'retufns was 45 per cent while the percentage of usable

returns was 35 per cent, ‘

The second method or‘researohing the needs of in-
oustry was the use of personal inte:views. -men-ipter-
v;eﬁs were'conduotod~1h Lo Crosse, while fOur{ueie |
conducted in Mionesota. Lasting approximgte}y'oineéy
m;nutes; the interviews consisted of using the same
oueotiopnaire pius observidg the techniclan in the per-
formance of hls tasks. Thé~same questlonnalre was used
so that the 1otorv1ewee"would have a prior knowledge of
the 1nformation.sought. In the interviews, answers were
giver 1in greater detaii and the opportunity for further
qnestioning existed. | L ‘

. To detenmine the orterings of the techpical schools,

tweive technical schools 1nc1ud1ng Coleman were asked
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to sutmit coples of their two-semester English programs.
Of these, seven schools responded, four giving their
uhits in terms of wesks and days and the other three
indlcating units of instruction only. A mean percentage
of specific units offered was determined, and thus no
schools are individually identified.

This method is by no means original or unique,
since 1t has been used in the establishment of technical
and genéral courses in two-year college programs. The
American Association of Junior Colleges recommehded the
following steps in initiating occupational, educational
curricula: '

Prlior to inltiating occupational curriculums.
or courses, two essential steps are necessary: (a)
determining need and (b) determining capablility, .

The associatlion reports that need is determined by

making a comprehensive occupationél survey followed by

spot surveys.1

) ;CIydg.E. Blocker, Robert H, Plummer, and Richard
¢. Richardson, Jr., The Two Year College: A Soclal Synthenis.
(Englewood Cliffs, ﬂ:‘???'IgGBTI'ET"giY. - .
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CHAPTER III

PRESENT OFFERINGS OF TECHNICAL SCHOOLS

Tne need for ah effective English program is nowhere
more apparent than in the ofrerings of the technical schools
that responded to the questionnaire, It is for that reason
that this paper will attempt to present an English program
that will satisfy £he demands of industry.

Five of the schools use the text, College English

and Communication, by Siewart:, Lanham, and Zimmer., The

emphasis 1s geared toward secretaries, administrators, or
accountants rather than the technician. Someé 35 per cent
of the text deals with parts of speech and punctuation
and 35 per cent deals with business letters. The balance
of the text covers spelling, speech, word origin, and ad-
ministrative proéedures.1

Four of the ‘schools indicate that they are using
books on technical writing; however, the unit plans submitted
show no evidence that any technical English is being taught,
If the units that are shown are belng used, there can be no

time to handle the technlcal writing or reporting co#ered

.".
il w

1Mar1e M. Stewart, Frank w.r anham, -and Kenneth ‘ ]
Zimmer 0011ege E;glish and COmmunication tNew York, 196#), PP. 1l=532.




practical applioition sppears to-be th; solution .uth".rw'
than pure theory of grammer, (

~ The balance of the courses havo been ahown as _
"other" in Table I, page 13. This uterial ranges rm
discussions of parliamentary law to panel and group

discussions on the soclological aapcct: of .- induatry. Iﬁ; |

. cluded in this catogm'y are the orferings of two achoola

| of 2 "Listen and Read" tape designed to :l.mprove l:l.sten:lng.
The amount of time spent on these catogorica daia not

" appear to be significant enoush to list thesi separately.
If there 1is one geueral atatemeut that would apply
‘to the English programs that are now boing oftered it ‘

would have to :lnclude the fact that ‘most ot the utorial -
is 1rrelevant to the technical courses being orrercd. Ir

the philosophy of the technical achool is ¢o train the = \_
individual '1n thg vocatiom 8kills he needs to gain .
immediate employment, then the English program should
complement such a philoqoﬁhy.' In the balancey of thié«
paper, this chai:_f.gr will be used to show relationships
be‘ﬁu_een what 1s'offe_red and what 18 needed, Table Ilﬂl
serve as the referent for future chapters. o |

R N
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Moreover, the materials used need some atpenéidn.; Several

schools use the Reader's Digest,uhiéh\nay surtice in the 7 L
high school English class but falls far short of the - =~ ...
highly technical language of 1ndu$try; Two of the sch&ols .
are using Writing Technical quorts by Rufus P, Turner, a

noted author in the field of Technical ﬁngliah; Also

1nc1uged in some 1hstan§es is a unit:in the_appreéiat1on Lo e
of poetry. Tbis unit_idéht well be questioned in réfg;eh }{}’{?i;i
ence to the total amodnt of time allocatgd-ror canmuhicgf : R
| tiop_skills. - | : . *’-

| Speéch 1s taught in all seven achobls_huf §u>a-very
'11m;ted basis, The meanfttnevis 12.1 per cent, h@tﬂi&
consistent with thg-importance speech hés_;n'the ﬁorldiqtk

worik. The majority of speeches appéar to be of qh in- |

B
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troductory batu;e_or at best one or two 1ntbrmatiyé
speeches, Oniy oﬁe school offered‘any oral technical
repo:tinéAand;this~was done tbr 1.1 per cent of the éourse,
Yet as this study will shqﬁ, oral reporting plays a'signifi-
sant part in the day of phe techniciadf : “

One school offers four weeks of teéhniéalnwnit1ng
while another offers three weeks, together accounting for
the mean per cent of 9.4 of time spent. Again, the five
schools that 1gnoré technical report writing are ignoring

@ large part of the reqﬁiremeht# of 1qanstry.'_mhg"bther
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writing that is offered in the schools. composes. 6.3 éer

cent of the course. Unfortunately it frequently abpeafs
@5 a "This 1s my Life" theme. No doubﬁ many teachers

spend time in asoigning themes; however, no individual
writing units appear in the course outlines.

Vocahulary and spelling receive little ;ndividual

attencion, éonsuming'h.9 and 5.3 per cent of the. time
'\*pectively Mostv of the work is glven from fhe text

with prepasred spelilng lists from secretarizl assoclations

or vocztulary builders from Reader's Digésts. It appears
that thnere are very few, if any, attempts to complement
tne technlcal areas by teaching spelling and vocabulary
from specific subJect aroas.
The largest per cent of time in the communicative

2ik1lls courses 13 devoted to teaching partsqof speech
and punctuaclon--a 37;8 mean per cent of time. This mean
o doubt is distorted by the use of 19 weeks by one school,
bt “here 1s an overabundance of pure grammar being
offercd oisewhere. .In view of the fact that students
secelve st least 1l yeers of English by the completion

ot hidsh nehool, a ~omplete review of identification

of parts ol speech ané all of the punctuation ruies

peoms unnecessary. 1 cannot argue against the-need fopr .

~

wnowledse ol senbence structure and correct. usage, but
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practical appliootion appears to be the solution ‘nthorw'
than pure theory of grunnar | ,
| The balanco of the courses havo been ahoun as
”other in Table I, page 13. This nateriol ranges fron
discussions of parliamentary law to panel and group
discussions on the sociological aspects or industry. Ih;:
. cluded in this catogprv are the offerings of two schooli‘
of a "Listen and Read" tape designed to improve listening. |
The amount of time spent on these categorios did uoc ,";Tff*;jjg
" appear to e significant onough tg 1ist theu.aopuratelyu, f 7ffi;ff§
~ If there is one general statement that would apply By
_to the English programs that are now boing offered it
would have to include the fact that most of the‘laterial e
is irrelevant to the technical couroe: being ofrorod zr o :? g“;
the philosophy of the technical school is to train the ; ‘pviplf
individusl in the vocational skills he needs to gatn . = . -

immediate employment, then the English program should
complement such a philosophy. In the balanco of this
paper, this chapter will be uaod to show rolatioushipa

between what is offored and what 13 needed. Table I u111 ‘
serve as the referent for future chapters,
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TABLE I

SPECIFIC CONTENT FROM SEVEN TECHNICAL SCHOOLS

MEAN % OF TIME

COURSE CONTENT SPENT OUT OF 36 WEEKS
| Originatinglnnaineaa Lettors 4,9
Comprehensive Reading i1.6
“Speéch S ‘ -"12.2
Technigpl Rehoréing, Oral 1.1
Technical Reporting, Written 9.4
,_Vbcabulanj ‘ | - 4.9 S o  Lﬁ :ﬂ'i€
¢on§oéition,- Vriting | 6.3 R
Speliing . : | S.h
Parts of Speech and Punctuation .37.8
Other L 6.k ‘
19,0.0 ;




CHAPTER IV

NEEDS OF THE TiCHNICIAN IN INDUSTRY

"An inarticulate man will never realize his full

potentiai regardless of his technical competence."l Tnis

stavement by Mr. D. J. Stewart, Technical Director for tae.

b .4

@autz Paint and Varnish Company in Madison, Wiscbnsin,rsums

up the communicatlon philosophy of the companies that re- -

ponded to the questionnaire The idea that nnglish 1s a
very»vital part of the training of the téchnical student

is further proven by a recent survey of Generél Electric
thnniciansland engineers ih‘which 7,000 tgchnical'ﬁeoplel;
tisted Englisn as the subjecﬁ, second only to_their téChf‘
nlcai;subJects, that helped them most in their careers.e-

Tne part tbat communication plays in tne working

day ui the tecnnician is shown tc occupy approxinate*y
57 .2 per cent of nis time. The balance, 43,8, 13 spent
inymanuai or purely technical tasks. Table II, page‘23,;

pives a compliete breakdown of the various communicative

lp, J. Stewart, Technical Director of Mautz Paint
ana Varnish Company, Madison, Wisconsin, Comment on

returned questionnaire, September, 1907. Permission to
quote secured. ' ‘

2M11ils, p. 5.
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skills that compose this percentage. The balance or this | ’
 chapter will deal with each individual skill. Substan- '5 ;i'}jé
tiapiongwill be added by correlating the results of the | ;,‘ §4:5£

written survey with the results of 14 personal interviews

and visitations. The results of these interviews are shown
in Table: 111, page o, o |
- Originating Business Letters. ‘Table II, page 23

shows that 64 per cent of the companies indicated that
the mean time spent on this task was 6 per'cent Further
discussion with the companies revealed that these business

| letters generally £it into the following’ categories. First,

| ’the specialist must be able to communicate with inter—'nn

~ plant personnel as well as with other‘companies to inquire

of new or different equipment Since the technician is

o 1nvolved in maintenance and development, it is obvious :

that he must be adept in composition of letters of inquiry,,

3

biddings, and requests for specifications. Secondly,

if the technician‘works for a smaller company, he mustwr

| ortenadouble as the purchaser of tesﬁing equipment or
reoiacement.parss. The letter of purchase with its exact-
;ess and conciseness must dve included iv. any training '
progrtm for the technician. Finally, as was'mentioned |
eariier, the technical schools must train the graduate

in the correct use of application letters. All of those

~ 3Mi1is, p. 251.
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personally interviewed and aeverel of the written dnestioné
naires indicated that few if any technical school graduates
could write a passable letter of application.

As the techniclan advances in his position, the
major portion of his letter writing will be ‘in the form
of dictation to a secretary. This factor could well be a |
reason for the rather low mean time for the task of urit-~
ing letters shown in the qnestionnaires. |

In addition to letter writing, the personal inter-
views indicated that the technician spends a fair amount
of time in writing of memorandums or 1nter-off1ee memos
which could easlily be classified in the businesé‘letter“
category. Sibce the questioqnaire only asked about busi-

ness letters, the pmission of memos could,. ih.speculation{
be another reason for the low amount of time given to

letter writing.

Writing of Technical Articles: Only 39 pef cent of

the companies responded to this question. Those that did
gave a mean time of 11 per cent. On the basis of this re-
sponse, writing of technical articles fbrjperiodicals or .
the news medla does not appear to have much significance.
One reason for this may be found in the method of 'selectien
of the sample group. Since the companies chosen employed

100 or more people, the writing of technical articles is




‘ | | a7
probablyelert‘to-the_engineer. Furthermore, technical
articles are generally'nritten on topics of product devel-
opment or innovations, therefore, unless the technieian ~

worked directly in a Research and Development section, it

\ seems unlikely that he would be involved in such tasks.

| Those‘conpanies that‘responded afrirmativelyhad the ma-

Jority of their technicians working in Research and Devel-

“opment sections.

Only one. intervieu gave any support to this category.

| A company that employs a staff ot eighteen commercial
A“artists and draftsmen in its Art Department gave that.
:‘department the responsibility for the editing ot the com-
. pany paper on technical matters. The technicians had to
E',be able to gather the information and condense it tor a

Journalistic report rhis no doubt could be the work in
some of those companies that composed the 39%. Since the
commeioial artist or draftsman is also involved in the

preparation of sales catalogues, there is a strong possi-

Jbility that there would be some technical descriptive writ-

ing done there.

Reading_of Technical Articlesz Included in 96, 9

- per cent of the responses, there is little doubt ‘that

reading is a ital skill ror each technical student. The

mean of reading time in the Job was rather low considering
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for specific job information. Then too, due to theAh;gh-x

directives to follow and understand. Comprehension was tre

hia
the responses, but the importance of reading.wés sfréségd
in the comments and personal interviews. Most of the
inteiyiewees suggested a reading time of between 10 and 20
per cent while the éurvey'showed a mean of 10.1l. Host of :
the firms that were interviewed indicated tha£ the tecﬁniciaﬁSf -

were encouraged to read tréde Journals'and productﬂreleases jhu:

complexity of the technical vocation, there are unlimited .

numbers of specifications, instruction manuals, and company

key word in the reading skill rather than épeed. Eufther
evidence of the importance of comprehensive ;eadiﬁgof |
technical matters was the fact that 65 per cent'oflthe
responses desired further training in reading for tﬁe |
technical graduates. (See Table.V, page 34) ‘Theié'can be
no questioning the fact that the*tégﬁnician is séveiely
handicapped if he lacks the ability to read fér acc?f#cy

and understanding.

Oral Qommunicatioh Tasks. The seéand largesﬁ—number'
of responses was given‘to this category, for which.95.# pér
cent of thec companies indicated that a mean 6f 30.1 per éent
of the time was spent in oral communication tasks. Again
the personal interview (Table III, page 24) revealed tha£
this estimate might be low ﬁy as much as 15 to 20 per




cent ’Since the cechnician is a liaison betueen the

production worker and engineer, a good portion ‘of his time
is spent in either sending or receiving oral directives.
In my personal observation of the various working stations
during the GO minute interviews, 1t was very apparent that
oral communication took a larger portion than 30 per cent A
of the time. If the techniclian happened to be working in
mecnanical design sections, it was not unusual to see nim
discussing plans with engineers ror fifteen to ywenty -
minute periods of time. Technicians working in the‘plant
as testing personnel kept an almost continual technical
‘dialogue going as they reported the results of the test

| Those companies that used technicians as service-‘;
men in the various utility fields indicated that for a

substantial amount of time, the technician must be able

to meet the public, not only representing the company with

courteous servioe and manners but also being able to explain'
ne me"nanical aspects of the problem in laymen's terms._
One of the interviewees explained that a major

dxawoack of the technician was the- lack of ability to ex-

" plain his product to superiors. The failure to stand and

1ust1fy ‘the product he was developing, handicapped the

technlician as much as would a 1ack of the- specific skills

needed to‘produce‘in industny.‘




Some rather general oral tasks were the conducting
of demonstrations, sales meetings, or safe};y meetings. More
than seven companies had their techniclans actually work
in exhlbition booths of county falirs or industrial shows.
Agaln the abllity to speak to groups of people was very . A ,
important. : | o

The skill t_)f effective listening, although not |
: listed on the qti,_gstionnaire, received enouén comment on
some of the questionnaires and in all of the interviews to

be ment_)ioned in this report. Perhaps the best summary of

Pt Sy Ay TR TP . W o

the feelings of industry regarding this skill was explained
by an unnamed respopden!; who not only quoted Thoreau in his

response but concluded with this message. "“The listening o

receiving(sic) aspect is most important. Communication, to

be nigniy effective, must totally encircle sender and receiver.
Since Nichols has already proven that 45 per cent of our
day 1s spent in listening, this listening is a significant

factor in each Job.u

In the 1ife of the technicilan, where
tnousands of dollars may be invested in each project, the _
‘ability to listen must play a majoi' role, Each interviewee
stressed t‘nét the technical student must be given training

in iistening and folloiing oral directives.

nKarl F. Robinson, Teaching Speech in the Secondary

School (New York, 1954), p. 219.
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The total time spent in the communicativefonocess
1S a mean of 57.2 per cent, which is consideraoly iowen A 3
than the generally accepted figare of 70,1 per cent.5~-The'a;was;f
variation can be speculated about from several different |
-angles, First, there is no way to detenmine how-much
time'was given to the questionnaires by'industry;' Al-
though it appeared that the majority of them ended in the L
f hands of those in the ‘best position to evaluate them, . there JHJ
may be room for some doubt when comparing their answers “to ";»\:{ﬁ
the national figures. Secondly, there can be little doubt |
that the national surveys spent more time 1n 2 thorough d,‘l“f
‘survey of the working: stations as‘well as the individuals_'; R
1nvolved.6 For a limited paper of this size; it uas:a

pnysical impossibllity to guarantee the gamg accuracy. L

Pinally, when personal interuiews were conducted with thﬁ ' )

14 companies, the mean time of each. individual item rose

considerably higher than- the mean of the surveys. This can ’f:>f
be explained by the opportunity to elaborate and investigate
cach polnt on the questionnaire more t?oroughly than in the

impersonai written response,

SRobert E. Levinson, "How to Get Through to People,
R | Natlon's Business, Vol. 54 (November, 1966), pp. 92-103.
3 - 6Stewart, . 70,
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. Table III, page 24, shows the responses during inter-

views with fourteen companies in Wisconsin and Minnesota.
These interviews were conducted with the idea of actually
vi:;ting a fair repfesentative of each of tpe,méJOr areas -
6: technology listed earlier. 1In them a significant differ-
ence in fbtal'time was noticed in the oral tasks and read-
"ing of technical articles, while the writing of technical
articles received no mention at all. | |
Each 1nterv1gw’1asted for an average of ninety

minutes and consisted of not only the ofaliinterview but
also a tour of the departments and an opportunit& to talk
to techniclans énd oﬁse?vg them at work. I feel the oral
figure listed in Table II;,‘page 24, 183 far more accurate
than that listed in Table II, page 23. |

~ The final part of this chapter deals with technical
reporting. On the questionnaire, Appen@ix‘A, I asked for
thé amount of time spent in giving technical reports, The
cdmments and the interviews supported the theory that a
total of 49.9(pér cent of research work is spent in
reporting. This is further broken into written reporting,
24,5 per cent, and oral reporting, 25.4 éer cent. The term
' research reporting needs some clarificétion at this point
in that it does not refer to library researchrand rebort-f

ing buﬁ rather the reporting that results from test data
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TABLE IIX

o

RESPONSES FROM INDUSTRIAL QUESTIONNAIRES

Task , Number of % of Useable Mean $ ~

Responses _ Responses _of Tiwe
Originating Letters 86 o6l 6.0
writing Technical ) .
Articles 53 39 11.0
Reading Technical . o
Articles | 129 96.9 '10.1
Oral i‘ﬁasks 127 95.# . - 30.1 B
Total Time Spent in Communicative Tasks , ‘57;:2 -
Total rimé Spent in iJI‘ec‘”:hr_i:I.ca:l Pasks = . 42.8 A‘

100.0
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PABLE III

RESPONSES FROM INDUSTRIAL INTERVIEWS

L

a - Tasis . C : Mean & - Tine

- se

Originating Leiters _ ' .0

Writ'ng Technical Articles 1 00.0
Reading Technical Articles © o 16.7
Oral Tasks ~ ’ T k2.3

-Total Time in Communicative TASks , 09.0

Total Time in Technical Tasks , 1.0
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or product analysia. « |

| Two items from the survey point out the 1mportance
of technical reporting to industry. First, Table IV{ page
26, shows that 8U4.9 per cent'respoﬁded to the Wriéten Re; '
porting category.while‘69-9,per cent responded fd the Ofa;

- Reporting category. Segond, Table‘V, page‘3u, shows tﬁat

86.0 per cent of the respondents listed "Report Format" as

a desirable skill, Complaints in the discussion of technica1 

uriting ranged from a lack of neatneas in penmanship to a
lack of spelling and vocabulary commenaurate with the

_technician's position.

Written'Regorting, Formal or 1nfdnma1 6echn1cél

written reﬁorting generally fell into two classificatidns-

description ahd anélysié " In the descriptive classitication,

the technician may do several possible types of work In
the commerical art department that I visited, a common type
of research was the searching for tradeemafﬁs ﬁo be used |
by dealers of the company throughout the world, Forrohvious
reasons, the technician had to be well aware of those marks

already in use and had to be able to combine or create new

designs. The written report gave the idea of <i.: design and.
supporting reasons for choosing it. Furthermore, proof that

1t was not used by another deaier had to he given to insure

there would be no legal complicatlions.
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Task
‘Written Reporting
‘Oral.Reporting - 93

a TABLE IV -
RESEARCH WORK
Rgsporasés & of Useable

, Responses
113 . 84.9

. 69.9
Communicative Tasks . 49,9

Technlcal Tasks
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A further type‘or descriptive reporting ocours in
maintenance work. Two of wiscona;p's leréeet telephone
compahies report that their techinicians must repprr every
1ine break@own phat occurs, with explicit ‘natruEtions'on
the repair of the problem or recommendations forxphe pe;t
shift. In the case of the night shifts yhere'there is
of;en.no engineer on hand; the importance dr the reporﬁ
is enlarged. N | e

Mr. Klaue,.Chier Engineer, La Crosse Telephohe
Company, stated that this reporting ability was a majpr.
factor in tﬁe coﬁpapy.7
ness, and accuracy of the language are éssentials of the
report. T

 fhose techpiciena who must meet_the_public_epd per-
form service work away from the plant must also report
the description of the problema and the actiop geken? In
ﬁost cases, this is done on standar& forms, At—tﬁe’end.of
the month the technician may well prepare a formal summary
report ranging from one to ten pages. '

In this descriptive classification the use of the
written report to list investigative tasks or deeeribe

research and development of a new product is aleo in evi-

T™Mr. Charles Klaus. Permission to quote secured.

’ ~ k=
i

In this instance, clarity, concise- -
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dence. According to personal 1htegvieua, #helinﬁdtia;ee‘ :
1ies in the ebiiity of the technician to ecdﬁrapely'end |
persuasively sell the pfoduet to hia auperiors; Strehg
logle and deductive reaaoning are a uust in the report |
shouing a new developaent, according to Mr. Gilchriat ot |
Control Deta, Spring Grove, Hinnelota.a The point thet |
a new product might never be developed because of a lack |
of ability to report on its 1n1t1a1 atagee muat not be over-:
looked. . ) S “,~ |
Product changes that must be reborted on bluepfinfe‘,

or product specifications are ‘another aource ot descriptive . o

report writing for the technician., At a recent 1nterv1eu

in a large drafting and deve;opnen; eectioq,,eechoprint

had over 10% of 1ts area devoted to instructions. The

ability to accurately instruct the user of ehepgea is ee
important as the print itself. An 1nterest1ng_ebaervq§idn
was of the difference in terminology of the leed dreftdpen;
and the trainees. For example, the prints prodneed'8y~1eed
men often used terms such as "lubricate" or "correct"
compared to "oll" and "change". SQhe woaknesses outside

his technical ability that kept a draftsman from advancemert

8 Mr.. Gilchrist, Plant Manager, Control Data, Spring ,
Grove, Minnesota, interview, November 2, 1967, Peruinaion
to .quote secured, (
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were shortcomings in spelling and abiliﬁy to writé instruc-

tions clearly and'concisely. These points cercainly give
credence to the correlation between abllity fo communicafé
and a@vancement. |
Finall&, the descriptive type of resegréh reporting‘
is present in the wpitiﬁg of sales brochures. A smaller
company almost exclusivély uses its technicians to wr;te .
not only the descriptiQe literature of the product but also
the instruction shgets aﬁd/br specifications. For larger
products-such as pop coolers, there may be a total of |
eighteén to thirty pages, while the smaller 1temé‘9an.be
easily handled in one page; Whatever #he case may be, the

emphasis must be on the end result, the use of the material

by the consumer or maintenance man.
The second major category of written reports is the

reporting .of test analysis. More than likely this will be

. . done on printed reports on which the technician is respon-
sible for accurately réporting whatevef,information he .

receives from the tests. Some of the larger companies that
were 1nte§viewed made extensivg use of computers to handle
detaiied work, but there were still many work stations

where physical tabulating and feportiné were being done by
the technician. In particular ;his was in evideﬁce during

a tour of Trane CQmpan&, La Crosse, Wisconsin, where alr
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conditioning specialists were running tests alnost contin-
uously. Each specialist reported directly to a lead tech-
nician or engineer and kept a constant recorq of temperature.. ;J  ;Li
changes. | N | i ‘, , |

‘Written reporting includes not only the:formai're-
search reporting that most of us are familiar'with but also
the daily reporting that the specialist must: perform. The
amount of time spent 1n.reporting these tasks is directly
related to the rank the technician.has. Technic;ans 1n -
the research and development areas wiil no.doubt‘spend thef
majority of their time in pure research and thus hawe a
greater need of technical writing. Fbr the»purpose of this

paper and any subsequent proJect on the develqpment of an ',f.;f‘

English program, the emphasis must be heavy on the teaching Vu?f7 l
of the correct writing of technical reports. B

Another factor of report writing that should be :tl_‘A}
mentioned is the necessity of accurate spelling. Table V; A R
page 34, shows that 69.8 per cent of the companies ind cated‘ ‘,inié
a need for teaching spelling to the technician. Every inter- »_~,~ |
view supported this factor, and comments on the questionnaires 7
stated that the technician's spelling ranged from "poor"'
to "atrocious. Again the personal observations showed
the devastating effect a misspelled word had on a clear o

blueprint that would have been sent to a customer. An ‘




31

unnamed manager summed up the.entiré philosophy of the im-

portance of the written report in these words:

An individualt!s work is psychologically questioned
if his work fs sloppy, made up of obvious errors, and
contalns spelling errors of simple, common words, If
there are errors in the written presentation, there is
an inference in the original work of errors.

Orallnegorting. Table IV, page 26, shows that
69.9 of the companies responded and showed a mean time

of 25.4 per cent given to oral reporting. The interviews
definitely showed the oral reporting to be a major portion

of the research work performed. It was nearly impossible

to separate the conversational reporting from the actual
reporting to a Superior or subordinate. However, one
major point to conﬁider is thé levélb of appropriaténess
In the language the technician encounters. Even though
fhe oral tasks he may'péerrm are of a very informal
nature,. he'nevertheless must be able to comprehend -and
Speak in the vernacular of all levels from the engineer
and the administrator to the worker on the line. A strong
preparation 13 a must in the skills of dasic vocabulary
buiiding. This fact is additionally suéporteé by the fact
that 75.4 per cent of the industries 1ndicated_Vbcabu1ary
as a desirable skf11.~ (See Table vV, page 34) The:e.is
further evidence in the comments of the questionnaires that

state that many of the industries have their own terminology
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and the graduate must have the capability to 1earn terms
neculiar to his particular field | 7
o Whereas the uritten.report is a perm;nent record-oflfv
the teehnical research.being'performed, the-ora} report
more than likely is an on—the-spot report of‘progress
being wade. According to the interviewed _supervisors, it
is a common occurrence to be called into a director's'or
manager?'s meeting and asked to explain the progress of an
experlmental or developmental project. The need for training
in short cemmnstrative or 1mpromptu speeches is very'apparent
ir. tnis function of the semi-professional uorker. The :_;A
ability to think logically and auickly is an advantage to ;‘>;
the technician that must perform in the higbly complex fields -

£

ni today S vndustry.

The more formal oral reporting involves the. effective
~-%& of graphic materials. Some training that will aid |
‘n thelr preparation must be a'part'of the program. Once
again, tnis may vary with varioustfields,_but on the whole,
P §Ecnn;cian must be able to illustrate his presentaticn
witn whatever visual or commvnicative aids he has at his
aisposal. | , o |

The oral report fi;ls the same categeries as the

written, that is, reports-of description and enalysis. To

repeat tne various forms would be redundant; however, the




> ma jor ditrerence seemed to be one of prqpardtibn and

delivery. ﬁhile the written report can be pfhpare#, re-

viewed, and then rewritten, the impromptu report must

be 1pgicélly and,cleérly given on the 1nitial attempt.
Furthermore, there is no doubt that there will be differences
1n;térms of language, color, and et;ect between the oral

and written reports. | - o .

In conclusion, this chapter has shown the'needéyof
1ndﬁstny. The opening énotatidn of the éhapter; "An.
insrticulate man will never realize his full potential
regardless of his-techpica} ability," seems to be the
key ;tétemgnt. The qqnclpdingAchapter éf this‘pape: vill

attempt to realize these needs of industry and present

fit

a'technical Engliqh_program.that will not only satiaty__f
them but also give the technical student the skills and

" confidence he needs to succeed in his industrial endeavors,




Skills
Spelling
Report Férmat
Reading
Vocabulary

_ TABLE V

DESIRABLE ENGLISH SKILLS

Per cent of Responses
69.8
86.0
65.0
5.4
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CHAPTER V
PROPOSED ENGLISH PROGRAM

. .This concluding chapfer will preseht a genepéleplan L {
for cach major category 15 Table III, page_?h,'gtréésing-
thosc items that this study has-indicaied as majof needs
‘or industry. The proposed program is correlated with the

'needs o1 industry and a;li belpresented 1q_the ofder em- =
*léyed in Chapter iV. This means that actual sequence ﬁil;:
have to be decided upon by the individual or the échool. |

The impoftanée of»éyntax, vocabulary, spe;ling, and

compositiun can never bévoverlooked in any English co&#ée.:

Thus, these areas of study will be an integral part of the

kEnzlish program. Spelling and vocabulary ligfé should com-

‘plement the technical programs. For example, those Ehgliéh‘

' classes dealing with electronics students should Graw their

spelling and vocabulary from lists of words submitted by

the clectronics department. This will assure a meaningful

zubstance to this phase of’ ﬁhe £nglish program and reinforce -

techknical subject matter as well. Effective written com-

position must include proper structure and organizatiop-of>'”-

‘sentences as well as paragraphs, and can be included in

séverai oflthe units presented?-mainly, Composition and




Reading, and Research Reporting. As is true in all areas
" General Education, the English department must be- con-

stantly aware of trends in the eechnical areas and comple-~.’

ment them wherever possibleg.

FIRST SEMESTER

Jusiness Letters. There are two factors which dic=

Late the teachiﬁg‘of'business letters. PFirst the cost of

1 -
ousiness letter has climbed to $2.49 per 1etter. This

<~

2

.-« shisuld be sufficient reason for preparing future 7
thagerial people in the efficient use of letterﬂﬁriting.
see nely, in the survey, industry indicated that between
6 andé 10 oer cent of the technician's time - ‘is spent in
£ preparation of business letters. In recognitian of
‘hese tacts, a two-week unit in business 1etters represents
aporoximately € per cent of the two-semester course.
A unit in letﬁer mechanics may include some rhétor-
"ta. inTormation such as purpose, tone, reader orientafion,
sranivation.  An opportunity to use basié elemenfs_
srnlax and corp931t1ﬁn techniques can easily reinforce
g }g"sh skills, The rules of courtesy, clarity,

abiralness, and cnmnaetneos have their place ‘not only

'Syivia Porter, "COut of Business Letter Soars to
La Crosse (Wisconsin) Iribune (November 13,

s "
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in business letters but in other forms of technicsixwriting.z |
With the stressing of the correction of errors in sample
letters, spprqpriate uSage and effective gfsmmas censbe
incorporated in this unit. | | - |

The second part of the mechanical aspect of writ- -‘
ing must cover the various parts of a letter. These;sre oo
an essential pa:t of the mechanics of the letter. Reelis-
ing that all of these parts may not appear ﬁn each.letter, )
the student must nevertheless be thoroughly familiar with )

these seven parts: (1) heading, (2) inside address, (3) 5;:ffi E

oalutat.on, (4) vody, (5) complimentary close, (6) signature,
and (7) 1dcnt¢ficatlon 11ne.3 ' R "
Flnally the teaching ef mechanics should inelude
famillarlzatlon with various styles. ;§1nce the,techniqianf
ﬁill have to adaptfto the compasyfhe,may beceﬁe'assoeieted ;
w;th, a brief mention of the block, semi-block,»and beieseed R
vlock should be made.é ' ’ | ‘7 B
The second major element to be taught in this unit

should be an acquaintance with the various types of letters

*

%yarold J. Janis, Writing and COmmunlcating, (Boston, ,“e f;}f

1960), pp. 67-68,

3Goorgc W. Crouch and Robert L. Zetler, A Guide to -
Technical ertlnh, (New York, 1954), PP . 19-53

qullL&m A. Damerst Resourceful Business COmmunication,
(New York, 1966), pp. 77~7é ‘ '




the technician may'use on the Job. According to Chapter

IV, the survey shows that he will generally use letters

of' inquiry, purchése, and application., .
-In a letter of inquiry, the technical student must

concern himself with several items including conciseness

and thoroughness. The student must also be able to dis- |

tinguish betweén letfers of request and those of‘inquiry

as well as use the various methods of replying negativel& ‘}

and positively.5 N | . : L .f';
The letter of purchase not onlyinégds tﬁe,gccdrate‘ . o

description of the inquiry letter but also ﬁust in¢iud;

6 since

most companies use their own printed purchase orders, the. *,‘\é

the dates of shipment, terms, mgthodé,-and pfice.

student should investigate various suspense and follow=-up

systems,

Finally, the letter of application must receive

major attention in this unit. Two components must be
emphasized in the letter of epplication. First, the |
student must be able to write an &ppéaling cover letter.
Secondly, he must be able to complete an effeétive résumét

There are numerous schools of thought on the contents of

SDamerst, pp. 29-37.

64. 0. Sypherd, Alvin M. Foutain, and V. E. Gibbens,
Manual of Technical Writing. (Chicago, 1957), p. 67.
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a resume, but generally it must 1nclude the following
categories~ personal data, education, experience, and
"personal references.7 ‘ | »
As this paper is not intended to give an extens;ve 5
Plan in'th: teaching of each unit, it will suffice to
mention that the student must be given individual atten-~
tion ann practice in writing letters of application,
Reading and Composition. ‘The high per cent of
responses in this category (96.6) and the amount of time
(11.0 to 16.7 per cent) devoted to technical reading on

Ve

the Job warrant a rour-week unit on developmental reading
Since the teaching of reading -lends itself to the teachins
of basic composition skills, the intesration of . the two |
at this point seems natural. -

From my own experience in Vocational anc Technlcal
Education, there will be a need of a remedial reading and .
language clinic to aid those with obvious and serious
reading dlfficulties. The 1anguage laboratory can easily
be established and can be used to aid those technical
students recommended by ‘their teachers through the use
of standardized testing programs. Emphasis should be

placed on the ccrrectiqn of grammatical weaknesses and

7Damerst, p. 442,
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structural erronrs.

The content of the reading unit must utilize the
basic concepts of reading in the development of compre-
hension and composition skills hecessary to the technician.
A brier period of reading readiness is suggested by Goxrdon -
Funk in an article on vocational arts, “Readingkand
Industrial Arts: Interview.," ‘He further states th@t‘
there are three types of reading readiness toole that
are available in the industrial classrocn: labeling,
identifyipg, and demonstrating. In labeling, tools ére
given their correct names at the beginning of the semester,
a step which correlates with word recognition 1n’ear1y
reading training. ldentifying, such as ps;pg a floor .
Plan with equipment located and numbered,'cor:elateé with
syntax and sentence patterns. Finally, demonstratipg
gives the student the opportunity to see the tool in oper-
ation and its importance to the entire process. Likewise,
he can visualize the word in contéxt and see its relation
to the whole composition. Because the technician sees
these skills in the classroom and uses them on the job,
they appear to be an excéilent point of depérture for
the instruction of reading improvement. Funk ends the
article with an appeal for English teachers to ﬁork

closely with technical instructors and correlate writing

g o il s g st B Fe s Sy 4o

g AT T2 AR TN Sn CHAEOE BT ANTR SN I, R AT W ery IRy AR TRy A gy v o " T




o SRR Com
and reoding skills uith technicol course con.ten.t.8 |

There is no definite order to the reeding skills
that follow, but certainly chey mist be includedeinkeny
approach to the probiem.. Word Meehing, Recognitimh; and
Grouping allow the student to grasp the main idea of ‘the
word, the sentence, os>peragieph.',A striving for con-
textual meenihg endlanalysis‘ot,words or units of words
ﬁill’give the student a basis for comprehension. Even
though the technician cannot .be expected to skim or
‘speed read on the Job, he should have the qpportunity to
acquire this habit for rast selection of meJor points
of emphasis in his speciality. Since the techmician uses
outlining ss a.maaor'portion or rormel technical vriting,
this unit is a logical place to introduce outlines. fo
outlining technical reading materials, the student can
see practical examnles of composition,ltqpic developmenc,‘
~and sugport._ o :

A reading unit would be 1ncomplete without an
1nvest1gation of major types of discourse that the student

will continuslly use in writing and readins, J. D. Thomas, |

e

8Gordon Funk,r"Reading and Industrial Arts- Inter-

view." Igsroved Readings in Secondary Schools: Selected
Readings ed: y Lawrence Py,
PP 320-329. . S




writing in Composition for Technical students; staﬁes‘

tnat future technicians should.become famillar with
¢xposition, deseription, narration, and efgumehtation.9
| In techniecal e?position-as well as other fcrms
or coﬁposltion, there are-severei-basic elements that
must be taught. A theSie.sentence, loglcal develcp@ent;
upporting evidence, and an effective conclusion are -
basic partb of exposition.: Methods of deductive reasonlng
ust be Introduced and use made of these methods as the
basis of ruture work. Paragraph development, definitlon,
and Lrauoltion are other essential parts of exposition
Lhat nusE oe'covered. _
From the’survey'it appears that the two most
;mpo cant minor functions of dalscourse agpe description
ani ar amentation.. Agaln enumeération and expansion of
Jdetalls ave thehhighiights.that ﬁust receive attention.
Argumentation will receive furéher attention in the sec-
ond uemeater of research reporting.

oOOcch The anrvey indicatcd that between 30 1 and

1

~2.3 per cent of the tcchni ian's time is spent In oral

communica tion., Murther observation and 1nterv1ews tend

)J. D. Thomad, Composltion for Technical Students.
(New York, 1965), p. 127.
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to support this fact and glve a definite bicture”ofiwhat
distinctive types of speech training the technical student
needs. The séeeéh unit will cover a twelve week period
and should include theory and practice. In the Speech
unit, the student will be glven ample opportunity to
practice effective organization and support of thesis or
7 purpose'sentences. The balance -of this section.yill show
’those elements that should be taught during the tweive |

weexs. The material will serve a two-fold purpose. First,
| 1t will correlate the needs of industry with the courses
offered; secondly, 1t wiil give the student a basis fqr;.
future work in the second semester uﬁit on pralfreporting.
An effective speech course musf include a @hit_on
listening. Since the technician spends a great déal of
time in receiving or giving oral direétives, it 1is 1mper;
ative that he be trained for listening efféctively. The.

student must be aware of the three functions of listening,

(1) for enjoyment, (2) for information. and inspiration, and |

(3) for improving the understanding and use of pfinqiples

of communicatlon and eritical thinking.lo

<

_ i .
The student must develop the ability to listen

10 Karl F. Robinson and E. J. Kerikas, Teachi
Speech Methods and Materials. (New York, 1965), .
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critically, whether it be in a person to person relatiobshibh
or in the midst of an-audience. He must be fully aware
of Nichols! teﬂ unlvegesal bad listening hablits and éhe-
methodé of eradicating them (See Appendix D). Finaiiy,
listening must be incorporated th&oughout the speech |

unit. Constant efforts to improve the power of concen-

tration through effective listening will enhance the

tuture success of the technician. -

'w1thout-going into the methodology or mechanics of
presenping the‘speech unit, one must mentionfcertain basic
concepts included in the theory of speech; Time’shoulq
oe devoted to the_discussioﬁof subject, purpose, ahd
adab;atlod of the speech té the audience, Aéain, the
vasic concepts of composition are stressed witn emphasis
o: tae findiné of materilals, organization, and developing
meinoas of support. Outlining,. which is necessary‘in all
wrilting and speaking sitfations, should be expanded to
include complete topic and sentence outlines for each
npeaking aséignment.' Finélly,the use of visual as well
as vocal communication should be stressed.

In a twelve-week unit approximatel& five oral
projects could be asslgned which would fulflil the spe-

ciflice obJectivés mentioned above. These would consist

o' two or more informative speeches, one persuasive
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speech_and cne small group discussion.

There ure two major skills that need to be taught. | o
in order to train the'techhician to speak effectivelyl .
Fﬁrst, thie student must be able to display effective -

physical behavior in all aspects of the speech. Ski;ls 1,A, ‘;131

in avdicnce contact, attitudes, movement, gestureé,

ang facial'expressions must be gainéd by the speakef and
covered during the unit. Secondly, the studeht-must'be“
Lrained in effective vocal communicatibn. Impro?emenf
of .physical characteristics bf the voice, plus deVelop-'
mgnt o® vocal variety in terms of pitéh; vol@me, rate,
and force, must be given atiention.l; (Sée Appéndix D)'

The speech to inform is one of the tools that will
endble the technician to perform his duties better.
According Lo Alan H. Monroe, Purdue University,-thefe are -
tiree types of informative speeches which‘occur,frequently.l
These three, which seem to fit the exact needs of the

technical student, are as follows: (1) reports--scienti-

-~
R4

fic or technical; (2) instructions; and (3) lectures.

Since the technician is going to‘be placed,in situations

11Robinson, p. 309.

12p1an H. Monroe, Principles and Types of Speech.
(Chicqgo, 1962), p. 357. '
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where he will face these types of speeches s he ma‘f have |
a thorough understanding of the purpose of the informative
speech. | Accqrding to Ménrpe, the major purposs of .‘the'
informative speech is the giving of a clear and’eoncise'
understanding of the ideas presented--a major obJective

of technical exposition,’3 | o

| Organization and the concreteness » appropriateness 1
and accuracy of language are all deta.:lls or the speech
preparation that need to be enumerated for the student.

Special emphasis must be given to the steps of or'gaﬁiz;tibh*‘f; s

of the informative speech. The a.ttention-gaining intro-

duct:on, the need, development of ideas, and the intom. S

tive summary are the steps that must e taught prior to

glv:mg this SpeeCh. o ‘ _
The second type or speech that w:lll play an :umor- |

tant part in the preparatlon and activities of the tech~

nieia.n is the speech,jbo stimulate or to actua’e through :

- emotional spimula.tion; This si:eech s Primarily to stimu-

late dr :!'.nspi;-e,,' is 'pften' used in‘sales,-presentetions'.;'

- It fits the needs" of the technician who may be called on

to ha.ndle exhibits or serve as an assistant cluring e

sales presenta.tion. That this type of aseignment e:xists

13Monroe, pp. 393-395.
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has been afiirmed by the oral intefviews. The. technician,
who 1s oi'ten closer to the technical aspects of the pro-
‘luet than the salesman, is o;ten'usea as a technical con-
3u1£ant durlng a salcs situation and must be ablc to show
“he produet in a losical gn& appealing order. Some of

the teavures of this type{of speech which areior hajor
impoartance and ﬁeed to be taught are'phfaseology, speci--

iieity, counereteness, and clarity. The use of’ comparison

and contrast, motivation, and imagery must also be coveres. -

Acquainting the student with the various types o imagers

as listed in Monroe's Principles and Types of Speech will

‘orm 2 basis for ghe extensive oral repdrting in the
socond semester.l . The speech to stimulate adds the
visualizZation step.&'Agaih the student ﬁﬁst be aware of
the entire process of speech to stimulate and be able to
convince tne listener that his topic of project has 2 7
deUintte une 6r place in the entity of the operation,
Tnis obligation exists when the technician must persuade 7

tupervisor oi the value of an individuai part within its
rzlationship to the whole product.

Tne specch to convince is. a logical development

rfrom the speeches t¢ inform and stimulate. Although this

14
Monroe, pp. 393“395’

‘
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speech combines many of the principles of the previous
two speecnes, there are several additional skills the
technical student must master. He must be aware of the
possible audience reactions and adapt’nis presentétionk
accordingly, He must also be able to use eonefete‘faeﬁs,‘
and prepare vivid illustrations to provide sound logical
;reasoning. |
The fourth type of speech the student will meet 1s
thie demonstration speech, which fulfills two needs OL the
- tecaniclan, First, it will give him a tooi.for furtner l
oficiency on tneijob, since ne must constantly rake
cemonsirations to subordinates or learn from oenonsnra:ioe;

Irox superiors. A thorough traininb in tnis soeecd wili

assist him in tae crit ical skills of speakinn and listen- -

ins, Second, it will glve him anotner basils Por future 1
tecinical reporting. Since demonstrations maxe use of
visual aids, this t;pe of speech presents the first
'opportuiit to use a technical apparatus or mechanical
device during a speech, ‘Again some‘additionalpeoncepts
mus b ne'presented_in shis‘unit. Simplieipy, vividness,
wor«in: order of th2 apparatus, and useful meaning of
the visual aids must be attended to. _ " ‘
I"inally the speech unit shouid allow partieipation

10 discussion activities. Since the disoussion or confer- .

et
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ence type presentation will be taught in the secohd.sem--‘
ester, this unit will serve as a baéis-for'familiarizatioﬂ;
If we recognize that diséussion is thé cooperative deii-
beration of broblems by persons.fhinking and converéihg .
tosether, it is easy té realize this type of spégth‘fui-
fills'an essential need of the student. It also answers
a need of the student to cooperate and think refieétively
and 1nquisitivelyf-skills of vital importance to'#he

5

.. 1
tecnnical student.

While the technical student must be méde:aware of
the four cammon;y~r¢cogniied types of discussion, (1)
Round-Table Discussion (Committee), (2) Panel Discussion, o

(3) Symposium, and (4) Lecture, the emphasis should be

nlaced on the Round-Table‘Diséussion_since it best'rgpre- - ;
sents the type of activity he will encounter on the job.

In this type of discussion group, the grouﬁ works together

in an effort to analyze the problem before them and reach

a safisfactory solutiqn.l6 Acgording to i2 of the 14 firms
énterviéwed,,this feehniqae ié commonly used in industrial

product development and research. The ideas of defining,

analyzing, suggesting solutions and evaluating solutions ' %

15Robinson, p. 190.

161pid., pp. bor, LS.
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~ can reilnforce technical as well as acadeﬁic aréaﬁf" | -
Wnen this first éemester.is'completed the sﬁudent.

will hopefully have learned the basic concepts of oral

and written composition. He'has‘been made aﬁére'of the

various approaches to the,dévelppment'and 1mprovément of
reading, and of the necessary forms of business letters.

While theée uniﬁs have Eeep correlated wiﬁh the needs of
~indusiry, they have also been designed for several Sther
rurposes, First, they give the student a basis for the secong
ceresier, which deals wholly with techniqal repofting." : ";*
‘Secondly, they are designed to show the student a definite ’~“ff?§
correlation between academic and technical subject‘éreas.

Iﬁ pfevious courses it has been seen that the techniéal. 

student can see little value‘iﬁ an academlc subject like
m:giish'unless‘is specificall§ pelates;to nis coré area.

3 using Samples from industry in each unit, he één dbsérvez
«hat ti:e materlal can function as an essential part of his‘
vechnical tralning. Finally, the student is éxpoéed té a
cantinuoustrainipg'program in correct and appropriate use 7 | fﬁi
L8 srammar and»punctuétion. The‘deveiopment of basic Eng-
lisnh skills, vocabulary, ¢.ad expository skills will carry

over into the followlng semester.,

Secondé Semester

Prior to this point, I have not mentioned individual
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text books since there are numerous books on the market .
that easily lend themselves to the teaching of speechy‘
buslness letters, and composition. A bibliography of such
booxs is snown in Appendix C However, for the second:
semesfer, I have fcund three books that seem to be 1deally
sulted for an 18 week course in technical reportins.

The first book is .an anthology of technical writers,
engineers, and industrial leaders: expressing the 1mpor§ance

of writing to the technician. Technical and Professional

arltin;, a Practical Anthologx, edited by Herman A. Estrin,’

answers the question "Why°" For the student and can serve
nicely as outslde reading material for{motivation.

The second book, Practical Speaking for the Technical

4en vy John E, Diet:icp and Keith Broogs,'deals with_the:
orel‘technical reporting that wili be covered in this
semescer. It does give addit;onei sp=aech practicescthat
can be utilized throughout the tecﬁnicien's career, and has
been referred to several times in the speech cnit for the
first‘semester. n

‘The third book, Technical Beport writing_by Rufus

P. Tunner, has been selected as the basic text because it
$lves the most practical approach no; only to technical
writing but also to standarized format. It 1s further

adaptable because it 1s divided into ten chapters which

o o o 5 5 3
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easily fit the time allotted. In addition, the five larger
companies that were shown the book during the interviewe |
endorsed its style and content. o

The balance of this chapter will deal with the
teaching of technical reporting. Since there is much repe- o
tition in oral and written technical reporting, I shall |
not deal with them as separate units. Rather, I shall |
give the elements of the report writing process and at the
end of the chapter give additional reqnirements for oral
reporting . | ‘ N

The need of technical reporting is ev1dent in severel |
different areas. that this report has touched, First, the o
results of the survey showed that a mean of b9.2% of the
technician's time was devoted to actual reporting, while
the balance was spent on technical work. Secondly, the
volumes of paper work that¢ are in evidence for each ma jor
development in sclence give ample proof of the need of
reporting. For example, in the development of an antenna .
system for the Titan iII space booster, there were 13,200
pages of technical reports tnrned in and printed.1

A semester of technical reporting must be preceded

by an introductory unit giving the nature of technical

) 17 ' . ‘ ‘
Rufus P. Turner, Technical Reporting Writing; ' (New

.
L
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writing,. its background, types, ‘:end.styiie." _'Tne"'enthoiogy | |
listed earlier provides : exc elient_ motivstion for the open-
ing unit. JMention mu'st" also be mede of the ve.r:.‘.eus' s.ttri-
‘outes, such as clarity, coherence, completeness, ,contidence,

. and control. Finslly the student must become rs.milia.r with
the various types of technice.l reporte. : ‘ |

: Another derinite unit tho.t must be included is an

introduction to the speciel techniques or technics,l writing.

: Primarily this consi sts of the use of derinition, description |
of mechanism, description of a process, cls.ss:lrics.tion, and

interpretation.la, These techniques are not taught as types |
of reports s for usua.lly several of them are round in a

3
A
-

R S

single report. The intermingling of these gives an excel-
lent basis for further development as the semester proceeds.

" The stress is placed ¢ the prscticsl aspect as vell as the -

theory o:t‘ these techniques. For e.xsmple, in tesching the

use of the ‘technical dei'init-ion,‘some aspect of the prac- .
f_.'t_ical_ area the technicisn is studying might‘ well be defined.
| Using'this definition as an exa.mpie. the student can give

another derinition of a closely releted oba ect. Another

exa,mp'le mey ‘oe the description of a process by the student

in eit‘her. written or oral ‘essig‘nments. The basic ides. or

s
b}

--.——T— _" ‘ )’ s Lo
' Mills, p. 57, N
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this unit is to lay the grourdwork for the rormal reporca |
that follow. By examining each technique, the student can
identify and classify reports and'shoqld be able to under-
stand them better. o | | |

The next unit involves the anatomy of the techn cal

report. Here the student must be taught the various parts
" of reports in aetaii.' He hust also learnito distinguish
between formal and informal reports, and the differenceg
in writing and presenting these two categbries,
"A formal report is a full-scale, detailed,'tightly

structﬁred report....The formal repert is always assumed
. to be a permanent record. "19 'With this in mind the in-
structor must prepare the student for the additional re-~
quirements of a formal report, such as a letter of trans-
mittal, cover, cher‘page,‘and_bibliography, to mention a
few. ._% |
| The informal report differs from the fgrmel report
in that it is likely to be shorter, less structured, and
often sent in the form of a letter or memorandunm, or given
orally. againlthe_major parts of this report differ
considerably from those of the formal nepert, and notice

should be taken of ﬁhese differences.

19 mM111s, p.34.
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The last of the introductory units should give some
attention to the memorandun. Even though eadn company
usually has its own form, there are several major features
common tp:all.that can be shown and studied. Considering
the amount of time that the. technician spends in initiatihg
bus1ness letters, and the possibility that many of these
reports will be in the form of memorandums, 1t seems A
advisable to make note of them.in this place 1n the program.

) After the student has 1nvestigated the various types
of reports, he must begin to organize and examine the
general procedures for rgport writing. The studeﬁt must
be made aware that there are set procedures for the pre- .
iiminary planning, collectin,, of data;_outlining; illustrat-
ing, and preparing the final material. He mugt'glsobe
shown the required language qf the tgchnical rqport along
with the detgilg of the manuscript methanics. Since he
will receive thése elementary details in the introductory
unit on report ﬁriting,lhetwill_be giyentthe practical
opportunity to réfer to them‘throughout the semester.

Once the student has become familiar with tze term-
inology of the tééhnicii rebort, he1can begin the practical
work of the course. To accomplish this, he must naturally
follow an organizqq course of action inclqd;ng establishment

of purpose, method, and order of attacking the problem.
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He must be fully aware that there are uvero.l ditfcmt

approaches in the plnming of a technical reyort that one
does not rj.nd in the average English research paper. First,

_a reproduction process must be selected. Since the techni- _
—cal ‘réport is often circulate& throdshout’ a'company and ' | : a
its branches if useful, the guestion of how many and khﬁt
kind of copies must be determined. In this unit, “then,. the
'student must become familiar uith the var:l.ous instruments

ror reproduction and the processes :lnvolved. A second ma jor |
difference is in the selection of illustrations for the man-

uscript. Again, some practical exper_ience‘ or an opportunity

to watch brotessiona_l i1llustrators and writers collaborate 9
would be of value to the technician. Pinally, the techni-

' cian that turns in a romal report must be twsht te allow

-for approvals of each section and adhere to a _deﬁnite time
schedule. | ’ - ,

In sequence, the gathering of materials must follow
the preliminary planning. These may be gathered from
iaporatory or field iork,‘ mviest;lgatiorx_s s surveys, inter-
vieus or, in some instances, literature reviews. since
factual material is. the backbone of tqchpica_l reports, it
is nighly esséntial that the student be given every oppor-
tunity to- f:lnd sources for obtaining this material.

The use of the outline, general writing proccdurcs >
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writing scquence, - and illustrations to:scpport_the paper
follow in sequence and must be given thorougn attentimnf
.Since the student has reviewed some of the basic conposition
skills in the first semester, a transfer of learning should
now facilitate the teaching of the writing steps.i The
_ keynotes to this process may well be conciseness and clar-
1ty. Again, theory alone will not suffice, practical exper-
ience in all of these categories must be given. At each
step in the sequence of writing the report, time cen oe
taken to allow the student to write and discuss his work in.

elatlonship to the concepts belng taught

A substantial unit on the selection and preparing
of illustrations warrants comment at this point in the
course. As mentioned °arlier, the student should be made
aware of the processes of reproduction.. He should also
be made aware of the use of photography, slides, line
drawings, grepns, tables, and charts. In addition, he must
learn to identif&, place, and properly refer to illustrations
in the text of the manuscript. | ;

After the manuscript has been roughed out, the
student must devote time to revision and rewriting. This
offers an opportunity to correct the writing faults involv-

ing grammatical, spelling, and punctuation exrrors. Sentence

variety and quality, with emphasis on ‘brevity and consistency,
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must be reviewed along with the logical development and ‘
sequence of ideas.ao At this time, a review and analysis

of footnotes and bibliography entries must be made and

. necessary corrections teaken.

The final step ir. the writing unit is the polishing
of the rcugh draft. The assembly of material, the place-
ment of illustrations, appendices, paginétion,_as well as
the mechanics of the typing procedure must be stressed.
A brief introduétioﬁ to proofreading for printing can be

useful in this section.

»
o b S

The ultimate objective of the writing unit on tech-

nical reporting has been the culmination of two semesters

N o

of English with a meaningful written project. All of the
‘aspects of good techi.'cal reporting have been ;ncorﬁo:éted
in the written report to allow -the students to be able

to think and communicate logically and concise’y. These
demands no# only meet the demands of industry but also
fulfill a basic need of evéry student. In this instance,
they relate to the technical objectives of the school: to
train the student for successful employment and to develop
‘nis personal traits. |

With the high amount of time spent in oral tasks

.20 Turner, pp. 91-103 |
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(Table II, page 23 and Table III, page 24), it is fairii :
evident that there must be 1nstruc£ioh in the presehtation-~
of technical reports. The'femainder of this chapter'ﬁill )'
dezl with the differences found in the various presentatiéng,

John E. Dietrich and Keith Brooks in their book,
Practical Speaking for the Technical Man, 1list four types

of oral presentations: (1) oral summany of a w~1tten report,
(2) a complete oral report, (3) reading aloud parts of a
written report; and (4) reading aloud the entire written
report 21 . | | ' ‘
Since these are oral reports, the student mnst be
aware of the visual and vocal communicative skills that are
needed tp give them effecf;vely. He must be skilled in
pnrasing, giving stress or emphasis cqrrgqtly, pacing:the
reading rate, and using vispai contact with the audiencér
Just as the written report used 11lustrations, so .
does the oral report. In this instance, the technlcal
student must be thoroughly familiar with the devices to.
subport his report. Since he has had the basic demonstration

speéch in the first semester, a transfer of ideas agaln

2lyohn E. Dietrich and Keith Brooks. Practical
%geakigg‘for the Technical Man, (New Jersey, 1958), PP.
b "'2280
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can be facilitated. A definite portion of this unit must
- be gtveﬂ io'presenting a sample of each of the oral'reports

listed before. These reports have to be presented with
effective visual aids which the student must not only be
_éble td’use but also be able to construct and arrange
| within the speech. , |

Two other types of oral reports should be néted S
-this semester,_ﬁhé interview and the conference report. B
The-usé-of the interview on a fbrmal'qr informal basis is | N %
in evidence every time the technician gives an oral report ‘
to a supervisor, épplies for a Job, or assists in a sales 1‘. ’
presentation. Although interviews generally fall into three
types: (1) application 1n§efv1ew,_(2) sales_ihtervieﬁ, and

(3) professional’intervieﬁ, in this unit we are generally

interected in the professional interview as it pertains tb

‘the presentation“of{mmterial to a supervisor. 22 Proper

preparation, organization? andﬂpresegtation of ideas are
all skills that need to be mastered. The other kinds of
interviews deal with 1nfqrmation'previously covered and
should be presented as réfreshers if time allows. The
copference method of~techn1cal_report1ng should be studied
in ways that permit practical experience. The introduction

2Damerst,' pp. 238-252. . .'
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of analytical, investigative, and critical fhinﬁing skills
1n the discussion unit of the firs: semester should make
this practical‘exﬁerience more meaningful to the seecnd
semester technical séudent. Since he hes had more exposure
to his technical subjects and a better background from.wﬁieh
to draw speech or report.material, this uhit will serve as
a culmination to the semester. In giving the oral report

from a written technical report dorie earlier in the

semester, the student will utilize both oral and written. = 7
skills .-from the entire semester, Again-the opportunity‘ | - '.i%
to relate the technical material to the academic classroom o
will enhance ‘the English program and give it a realistic ; '-'g
value to the student. | ;

In conclus ion, the entire semester of written and
oral reporting has been designed to train the student in

the expository .skills necessany for his future position.

My whole research, as well as the phllosophy of the program,
is geared to meet the demands of induétry, suﬁmerized by
this remark from one of the respondents:

The techniclan vho is able to speak and write sell

zenerally i1s able tc move to a better position--simply
vecause of the impression he makes, '
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APPENDIX A

1. Approximately how many of our technical z;racluat:eb do you
employ?

2. In what field 1s the majority of your technicians
w.orking? '

g

3. Do your technicians engage 1'n any of the following aéeaS'
and for what percentage of their time? c
. % of time

A. Originating letters
B. VWriting of Tech. Articles
C. Reading of Tech., Articles

enian

D. Oral tasks such as addressing other
employees In training sessions,
safety meetings, etec. -
Please describe briefly.

4. Do your technicians have to perform research work that

_ involves: )
Oral reporting . - Length
- Written reporting = - Length’

5. Do you have any suggestions of desirable English skills
in the techniclans you employ? . ' - . :

6. Are there any speclal communicative skills that are
peculiar to your type of business? :

7. Additional Comments:




APPENDIX B
" 'LIST OF COMMENTS °

Walker Stainless Steel : - -

- Our technical people must receive and place .phone.
calls regarding specifications and pricing to customers
and potential customers. I believe some training in
handling customers by phone may be very useful.

The American Appraisal Company ' o R

- The ability to communicate clearly, concisely, and
to convery the intended meaning can only be developed by
practice. Reading widely and writing are the most logical
practice media. All writing (not only that completed in
English classes) dcBe during the student's academic career

should be corrected for "grammar" and returned to the
student for review. : ’

Anson & Gelkey Company | I

As 1n all other occupations the ability to communicate

effectlively is important to the individual's advancement
abd growth in his organization. _ o :

Hanscroft Company T L S .

I think English is important to communicate ideas
necessary for their Jobs. A good techniclan that cannot
write or express himself is at a disadvantage in gzetting
other supporting departments such as drafting, etc., to
help him reach his objective. - o .

Malleable Iron Range

Our major problems in this area lieiin the’fabtl_

that our technliclans cannot write short, informative reporta.»

If the materlal presented is of any value it contains more
words thanh necessary.. We place emphasis on graphic communi-
cation through our engineering plans. The drawing being
not an end in itself but the beginning of a communique
which must be interpreted by vendors, shopmen, methods
peoples, etc, (sic). ' _ .

Damrow

Teach them to express their technical knowledge in
laymen's language. . : -
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gau Claire ”
Abllity to clarify thoughts and express them- clearly

Lo others many times affects progress of employees. The -

correct and proper use of English skills in wrlting and -
speaking 1s essential in any field

Modina '

Whille our technicians generally have an excellent
prasp of the technical aspects of thelr work, they have '

difficulty in communicating the results of their aotivities.

Peter Cooper Corporations ,

Written reporting: brevity, clarity, stepwise, iobieai
approacr, concise summary, definite recommendations. "Who,
what, why when, where, how" Oral reporting: Moderate '

speed, clam, talk modulated, smiling voice and approaeh, (sic) .

factual, positive,

Curtis Companies :

These students should have the opportunity to write
a tcechnlcal report explaining in detail the results of
their findings based primarily cn a work experience or
proolen solving experience,

Pranklin ' ‘

Too many technicians lack the ability to wrlte and
read properly. We have some top notch men who neglect their
spelling., A broad vocabulary would avercome much of the
difficulty encountered in self-expression. A two-year pro-

gram aimed at developing a vocabulary would work wonders.
It need not be massive--just continual, :

Amphenol Corporation

The art of both written and verbal reporting seems -
to be falling into discard. There is great need for additional
empnasis on English, partlcularly in the aspectc of business
ietter writing.

Br &8s Transportation ‘ ‘

We appreciate your efforts to survey. industry as to
its needs. Our cowpany does not have technicians of the
‘nature mentioned,

Fox Rlver Paper Co.
Mcst technical personnel lose out on rapid advance-
ment because of poor presentation of technical data.
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o Jentnts Ok




T

WP i e g A i Daded ™ ATl Y R PP oA LD Tt = m b e i g Sy

APPENDIX ¢
Arntson, Dorthy Horine, Begil hning_ 001133_2 Writing.

Crouch, W. George.and Robert L. Zetler, A Guide To Technical
writing, _

Dietrich, John E. and Keith Brooks, Practical SEeaking for
. the Technical Man,

Estr:ln, Herman A., 'rechnical and Professional Writ:lng A
Pract:lcal nthoIog
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6m:luc of Course Conteat - R _
APPENDIX D 69 .

T Time TTj T Wuttna
| 1a Uut'bucrtptm (ﬂndupeudm, amccutuu and olulh

Introduction -~ To show the student isportance of
... - - |speech. (Refer to thesis) - . °
To make students mrc of ethical
values of speech. -
To pass out personal data sheet and
l1assign :.ts retum ror following meet
To give "icebreaker" speech. - £
To announce assignments for the unit.

SKILLS OR CONCEPTS
X, Bthics of Speech.
) 10 ) Mtho L

2. Facts vs, opinion.
3. Good taste. - : o

B, P_orsontl ‘value of each speech. . ?

Do « Responsidbility to class.
2. Relpomibmty to selt :

2 .| listening To leam to luten otreetivoly for . |
' enjoyment, information, and critical
understanding. ‘
To learn to evaluate audience resct:lona?-
To improve listening habits,

(Ret: Robinson--Kerikas, p. 264

Z - T.'Isten efrectively in the tonow:lng,
.1 . situations:

1. Member of an audience. ' - |}
2. Person-toe-person. .
3. 01assroom ‘

B. To sain 1nprovemmt of Nichol's
. Ten Worst Listening Habits,
1. Calling the subjeet un:lnter-
- esting.
2. Criticising the denvery.
2. ‘Getting overstimulated. -
o listening only for facts.
2. Trying to outline everything
"~ O Fak attention.
.. Te Creat or toleutms dia-
8. Avoiding difficult exposito :
natetials, . :
9. 11.::1:1!;3 personal preaudices -
‘ ' eriere, ]
10, Wasting the advantage of
. thought speed.




Outline of Course Content
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N Time ) ' Unit Objectives '
Unit in Unit Description (Understanding, appreciations and ckius to
No. Hours be cleveloged in terms of learning) 4
® 3 3 Speech preparation |[To be able to prepare a apeech ror T
and content. effective delivery.. f
- : To develop the speech with logic =
= " |and clarity, (Ref- Mbnroe, p. 285) |
SKILLS ;
A. To prepare a speech by: . S
~ 1. Analysis of audience and ?
occasion. ¥
.2.- Choice of subject. 4
&. interest to speaker
and audience. o
b. 1limited topic. g
; ‘ c. appropriate topic. i
3. Gathering of material. 4
& Sources, o 3
b. library. ,
4, Arrival at thesis sentence.;
5. Outlining. E
- 6. ‘Organization of materia.l. .
B. Plan speech.content with:
~ 1. Introduction.
: a&. attention getter e
a ' b. definition of terms :
e - Ce background ‘ §
| 8. ‘main points. ;
C, supporting facts.
d. method of organizati-;
3. Conclusion. . A
8. Summary of main.point;
b. emphasis of major poin
L 2 Delivery--Bodily To be able to use bodily action for
. action.

B.
C.
D.

1.
2.

3.

maximum results in speech delivery. -
To aid student in bodily control, ease,
coordination and vitality of motion.‘

SKILLS ,

Improve speech delivery with:
Audience contact. '

Visual contact.:

Mental attitude.

Movement

To p’1a.trorm. '
During speech.
From Platform.

o b B .
B N et
s ot S
L I b pad
Comadbe e, S




Unit
No.

o Gige ]

in
Hours

) "'.:" K s ., .;::'j‘g‘.s ‘
Qutline of Coyrge Gontent

Unit Description

A 71 . ‘.i

T Unit Objectives :

(Underlunding, .appreciations and sktlle to -
be developed in terms of learnin

‘o0 . ¥,

Vocal COmmunica.tion

Speech to Inform

-1 E. Geatureso

I SR

'.“"F"
.

i I Conventional.
' .2, Disciplined. .
¥, Facial expressions, L]
G. Characteristics: of gestures. D
1. Relaxation. - h
2. Vigcre :
. Defini'beness ..
. Timing.
H. Six basic types of sestures.
1. Pointing.
R 2‘.‘ Re;jection.. :
. 5. -Caution.
- 6, Division.

To impi'ove the quality of the v‘oiee; o

SKILLS

learn and improve the following. i

A. Physical characteristics of voice
1. Breath control. L
2. Thinness, weakness., .- ]
i. Huskiness, harshness. ;

' Emotional control.
B. Vocal Variety.

S e e
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AT b e

l. Volume

: a. pause, |

3. Force k
a. degree. -
b. Torm.
¢. Stress.

L, Pitch.
a. keye. Lo
b. steps and ‘slides. o

C. Language. o

1. Usage (effective word choic'
2. Articulation. ©

To learn how to present material in a.n'~
understandable manner. . To- learm to . |
listen critically to student- speeches ;
and instructions. (geféaauonroe s pp .

. ¢ 5 o 7 i

SKILIS :
A. Jldentify three types of 1nrorma.t1v
speech., , "
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Unit in Unit Description
_No. Hours
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Unit Objcctivel .
(Understanding, appreciations and skuls to

A.

B.

P

Speech to explain(

Speech to demon-
strate.

be develogcd in terms of leaming) -

- |In addition to steps A and B a.bove :

1A. Strengths and weaknesses ofw ~present- §

1. Reports. )
2. Instructions, -
3. Lectures. ;
Student must give a five-minute ;
speech to explain using the following !
principles: b

A, Characteristics of content.
1. Clarity. -
a. logic.

b. transitions. :

c. major premise sapported. ;

2. Concreteness of language. .

« Variety of language. ' ;, 3

, . Contrasts. - ‘ A
B, Organization ' IR S
' l. Attention step. :

. 2., Need step.
3. Satisfa.ction step.

Student must glve a five-minute

demonstration by using an apperetus SR
- or visual aid from his field.

For example, an electronics student

might demonstrate a transistor.

student must be able To:

C. Use visual aid.
1. Mechanical device. ,
: .&e - Clear.
b. ) Vivj-do
¢c. meaningful.
. d. working oxrder. :
2. Progressive explanation.

In both classroom-situations the
student must listen critically to
the other student speeches and find'

ations.

B, Flaws in instructions or explenatjgcns ]
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-

Walt Gojecciver '
(Understanding, appreciations and .uu. _

be developed in terms of lurning}

A.

B.

| Unit in Unit Description
No. Hours

Speech to stim- -
ulate.

beliefs, attitudes, or teennga
To liaten critically. .
To be able to gain action through ]
these beliefs, attitudes, or feelings. .
To learm to use speech to stimulate
as it applies to technical .sales,-
(Ref: Monroe, pp. 389-410)_

Skills

Student must give a ti.ve-minute

speech to stimulate to either gain .
action or stimulate a belief, reeling, R
or attitude using the following: :

A. Cherecteristica of content, " ° -
1. Striking phraseology. = .
Slogan or Keynote, -
3. Concrete and speciric C
. language. \
- 4, Contrasts.
g. Motivation.
. Imeaery.
& visual « -
- b, auditory. o
~¢s gustatory.  (taste) -
" de oOlLfactory. amel;l
‘ - le Ppressure. I
2, texture, shape.,
' 3. heat and cold,
B. Motivationa.l Sequence, , ,
1., Attention step.
2. Need step. -
2. Satisfaction step.
« Visualization step.
5. Action step.

C. To.listen to speech development

and be able to :l.dentify steps in - Do
organization. o

Speech to convinde. Student must give a five-minute

speéch to similate working cmamm
uuing tollowing akilla.

I"'Und" erntanding of propoeitions.
B. Determine criteria upon which
Judgement is based.

le. Tdentification of types of

propositions through:
-le Research, |
2 criticel lietening




Unit
No.
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Time

in
Hours

énﬁline of

Course “Gontent
) . 7 u .

Unit Description

. Unit Objectives
(Uhde:otanding, appreciations ‘and akill:

Discussion.

Note: To be presenti )
KILLS

if time allows, sinc
a form of discussion |
will be given in the
oral reporting unit.

be developed in terms of learnin j
' P "ﬁ'%" %—FerM ¢c8 ol conten """‘.

l. Concrete facts and examples. ;
.2, I.ogical reasoning.
' a.  deductive,
‘b, . inductive. . '
c. casual, ~ :
. : 'd. use of axioms, :
#' e, establishment of proof. °

Be aware of the ethical values of
speech to convince, :
1. Interest in others.
2. Recognition of others. ;
35 - Warm personality. ‘ :
. 4., Show of character by language..
IFe Use of suggestions. . :
: . 1, Positive.
2. Negative. -
k.. Use of methods of organization.
- 1. Problem-solving. -
2. Direct or indirect.
2' Yes-response.,
. This-or-nothing
. 5. Common~good, :
h 6. Tried and proven. :
H. Be able to react to the audience.
1. Friendly.
2., Hostile, .
3. Indifrerent.’

To improve skills of analysis, problem— 3

solving, and group participation. .

(Ref: Robinson P. 190 Monroe, PP,
548-582,5 * " °

icipate in a round-table discussion
in groups of four students plus a - 4
student leader. A 30 minute discussion 4
period will be followed by a short ]
question and answer session.

A. Be able to 1dentiry the various rorma :
of discussion,. ~
1. Round-Table (committee) !
2. Panel.

3. Symposium,
o Lecture-Jorum.

B. Be aware of the general goals of
discussion.

1. E:xchange of ideas or opinions. ]
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Time ST
in Unit Description

Unit Objectives — !
(Understanding, appreciations and skills to.

Néo' .

be4gevelgped in terms of learniqgl

.

D,

o
i

2s. Rea.ch an agreement.
'3.- Make decisions. . :
Use essentials of good discussion.
1. Order. -
2. Critical listening'and
exchange of ideas, - :
3. . Qualities of leadership.
gse different steps in discussion
o
l. Define problem.
2. Analyze problems.
a z. Suggest solutions.
o Evaluate solutions.
5., Put solution into effect.

E. Forlpart:.cipants :

Begin discussion effectively.
2. Keep it on track.
3. Bring out all the facts,
. Arrive at profitable
solutions,
5. Be alert ‘and listen.
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