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INSTRUCTIONAL PROCEDURE

e ’

This module contains two sequential learning activities and a final check-out activity. .
“A brjef ¢ ovemew precedes each learning activity and the final check-out actmty Each leammg
! © 7Y activity and the final check-out actmty provide leAmmg experiences to help you accomglish
y ' the objectnves Feedback devxces learner self- tes{ and performance checkhst) are provided

3 .to help yop determine when each objectlve ‘has been accomphshed. Case study information

e

and an examp]e speech outline are presented in t}}e Appendices to guide yod:in performing
the learmng activities. ' ‘

. The first-learning activity is designed to provide you with the necdcd buckgmund in-
formation, The secdnd learning actmty is deslgned to give you an opportunity to apply that

information in a ptactlee sl\uatnon The Check-Out Actwity is the final. learning actmty Itis

TeTTEANY T R ey

dwgncd to allow you to speak to mdustnal groups in a real work situation, such as when
you are emplqyed, or when you are serving as an intern learner. The Performance Checklist
.\ (Appendxx A)is used by the learner and the instructor/supervisor to assess progress. The
' chc’;:klistjs;applicable foribo&lh the practice performance and performance in the real work
.« situation. EE i ' ) ‘
e ” — After reading the Objectives and the Introduction on pages 2 and 3 , you should be
able to detemﬁnrhbw much/of this ijiodule you will ne_ed to complete beforé the Check-
Out Actmty‘ ' V _ ’ 0 .
. e *If you already have the necessary background information requxred for making
speeches on quustry services, you may.not need to complete Learning Activity
- <« Lpa. Yoo :$ ! ) }
' - lf you aiready have had pracuce in making speeches on industry semces, you may
..;_not need to complete Learning Activity II, p. 9 .
. * Instead, with the approval of your instructor or supervisor, you may choose to proceed .
directly to the Check-Out Activity, p. 10, and speak to an industriaf group when
you have access to a real work situation. ‘ ' '

E Your instructor or supervisor may be contacted if you have any difficulty with directions,

or in assessing your progress at any time. ,
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An effort has been made to make this module as s;if-contained as possible. The infor-
‘mation contained in the module should be sufficient to develop “entry-level” knowledge
and skills.- However, more information on this topic is available. The advanced learner may
wish to attain higher levels of knowledge and skills.

A list of resources which supplement those contained within the module follows. Check
with y‘pur instructor or supervisor (1) to determine tiie availability and the location of these

resources, and (2) to get assistance in setting up additional learning activities. —

Learping-Activity I
* Any of numerous books on selling, advertising, and business communications.

+ * Public Speaking: ‘Fundamentals. \16mm film, c&r, 13-1/2 minutes, Mississippi

v, . State, Mississippi 39762: Research and Curriculum Unit, Drawer DX. Free on loan
l basis to vocationa.l-techni(:al education personnel in iﬂississippi only.
Learndhg Activity I ’
* Access to audiovisual su;)plies and equipment S ) J

Check-Out Activity
. * One or more resource persons who have made speeches to industry groups
©* Access towstate or local vocational-technical education supervisor/coordinator who

has had previous contacts with target industr'y group

/
OBJECTIVES

I.  After completing the required rea'ding. take the Learner Self-1'est to demonstrate ydu
have attained the knowledge of planning, rehearsing, and making a speech to an industrial

group. You should complete all items correctly. (l.eaming:Activity I




v A N a ™ L * ° . -‘
'_' II.  After arialyzing the performance iﬁstruétions, complete all the designated learning-
’ experiences in planning, rehearsing, and niaking a speech \to an industrial group in a

1 -

practice situation. Your work must conform to the Speech Plannin( Worksheet and

' - performance checkllst provxded in the ‘appendices. (Leaming Achvity 1) .
III.  In a real work situation, plan rehearse, and makga speech on mdustry services to an
3 - .mdustnal group. xour speech will be judged satlsfactory if all the 1tem§ on the perfor-\
B . mance checklist (Appendnx A) are rated “‘yes.’ * (Check-Oul Actwity) . . P
4 3 , ’ « o . ‘ . . ; - '
55‘ - . - SPEAKING TO [Ni)U_ST»Rl_AL AND COMMI._JNITY.GRO,U?SL . "
. R P R AT
"X ' - INTRODUCTION ' ‘
{ B .

J The benefits which can be received through industrial training must be made known
\through oral communication. Positive relauonshlps wnth industrial gxoups will likely result  ~ .
’  if the mdustry services leader is effective in communicating industry services information.

- One way in which the industry services leader will be involved in communicating information
is through oral presentétions to indgssrial prospects and industrial developmerif’iroups. The
preparatiph of these speeches cannot be taken lightly. "I‘he industry se}vices leader must
tﬁéw the services which ean be-offered, why these are being offered,.and how these 'servicés

* can be performed. The speeches should be carefully orgnnize;i.énd effedively presented.

The focus of this module is on developing khowledge and skills in planning and mdking
fsﬁeech t(y'ndustijal groups. The n']odule contains some interestinginformation on industry s

services. Successful completion of the module will assist you in communicating this informatior}

to industry personnel who need, want, and can profit from it.
4 o
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You should study the mformatlon presented on the followmg pages. You may Wish to
read supplementary information from advertisipg, sales, and busmess commumcatnon books.
¥ou may also wanLto see the ﬁlm cited on page 2", After readmg these materials, you
" will demonstrate knowledge of planmng, rehearsing, and makmg a speech to an mdustna!
¥ group by completmg the bearner Self Best, p. 7 . You will be evaludtmg your knowledge

by companng your self-test answers with the, Answers to Self-Test, p T’ -
P , ) ,‘ .
.« L TERMUNIQUETOMODULE * : '
‘ lndustri;l prospects. Personnél from a parent f)lant,'usually ut the manag'em;:nt level,

who are exploring alternatives to new: plant site locatiorls. . . o

* 1. PLANNING THE SPEECH L

Industry pros'pects depend upon thg power of the spoken, as well as the: written word.
The industry services leader must be abie to communicate orally a message with expert *
0 :
accuracy and bring out exact facts and f"gures in complicated situations, The industry

services leadermust be well prepared to use effective commumcatnon as a public relatlons
mstrument for existing industries, as well as a selling tool le‘ prospective industries. '
A. _ Uses of oral preserftations L g o
1. Sell an industry on an ide8 or cc;ncept . ‘ . , '
Annource, inform, invite, acknowledge, and inquire /
Praise, introduge, ask fayors, and congratulate
. Present an analysis of job’opportunities . ) - g

2

3

4

* - S. P;esent non-confidential industry product descriptions and reports

6 Report on trainirg activities . '
7

Show relatlonshlps between the yarious agencies provndmg mdustry ;crvncé

.




Questions to be~ans\yere1i in speeches _ * . '
1. Why is there a need, iend:ncy,.or interest in the program? ’
2 Wﬁa't»willzbe accomplished? - * 4 S
3. Who will be involved in pmvidin;ﬂi)e’, progxé;n, and who will receive thé benefits?
4. When will the program start /an’d when will it terminate?
5. Where will the activities be accomplished?
C.  Assessing the purposes of (hé/épeech
", " " 1. Need for assistance/ ‘ .
’ 2. Need for support/
3. Clarifying qucg:tives - ' . ..
4. Answer to criticisms '
5. Providing new information )
6. Giving success stories
‘D= Spgcif'y’ing objectives of speech
. ,l".{ What will participants be expected to do after speech?
: 2. What will participants be expected to kno'w after speech? -
E Selecting resources. What learning aids'will be used in presenting the speech? The
learning aids must be consistent with what the audience will accept.
‘F. Developing the sequence of |earr;ing and kpr}pviding for questions.  Arrange the speec.h

outline so that the sequencé of topics build to a climax. The seqpence should allow

for questions and discussion durinig and following the speech.
spéeches have been tarnished'by questions raised, but not adequately answ.

..... end of the speech.

I, REHEARSING THE SPEECH . @
The results of a speech can be deyastating if not rehearsed for:s fac!ors z;s time,

structure, and materials to bg used. Review the speech carefully and, if possible, present
'

the speech to a small group, such as members of the faniily or fellow workers.
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IV.  PRESENTING THE SPEECH . ) : . o " 5 &

A few people may be born wuh the “gift" of pu‘blie ’speaking‘. Most pfeople muét
. . ‘ ~reach their success in public speaking through careful plahnirié and personal effort, The |
following information:will help insure an effect'iée bi'esentation' ‘ | o
A. Create initial mterest wnlh short, npproprme waml-up methods v . v
1. Art matenals and signs v g _ . ‘
2. Courtesy comments, su’ch as special recognitions, aqknowledgerhents, and -
thanks . \ . s : -

3. Jokes in good taste, and relevant to topic and audience

=

B. Use everyﬂay words, and fairly short sentences. Be natural. ,
C.- Describe the speech objectives.
"D.  Get quickly to the heart of the message.” -
E. Vary voice tone for important emphasis. : ' " e iy o
‘ F. Look at the audience. o
G. Use no‘more time than is assigned, and allow for questlons during and follo\vmg the X -
‘ / " ' speech.
H. * Use visual aids when possible. C R
[ o
4 I.  Summarize main points. y
I . "*Continue this learning acti;'ity by taking the Learner SSlfTé'stﬁlch follows e
& g s
/ / -
2 . -
L v . ﬂ
) . . I il
v,
. . = .
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LEARNER SELF-TEST |

Thisisa checkpoint knowledge test needed before proce‘ng to planning and making
a ;peech ina prgctlce situation. Follow the )nstructlons provided for each 1tem Check your

answers with the Answers to Self-Test which follow. If you fail to complete all items conectly,

.

you may wish to refer back to the module information. .« ’ . ®
" 4

4

i)

1. Which of f.he following items is not apprqpri&te in speeches to industrial gfoups? Circle

the correct answer. S
a. Selling ' o § .
b.- Announcing
c. Criticizing . .

“d. Askdng for assistance *

Y —

2. Wnte in the missing words. Speech plans should specnfy why,
s e v and

3. Write in the mlssmg word(s) Arrangmg a speech outlmc so that the topxcs build to a.
! chmax is called -

. @ ! < . ..

4. Circle the correct answer. In presenting a speech you would most likely:

a.  Spend part of the time recognizing friends -
b.  Get quickly to the heart of the message" '

¢ Walk around in fron‘t of the speaker’s rostrum

e ‘
d. Noneof theabove . 7 7 Te T Tt e o L
. ' .' ‘
{ R - . _
: . B B
" - . | © ‘Supuanbag ¢
- e MOV PUB ‘D10UM ‘UM ‘OUm “JBYM T
? . & ‘ & l i Y 2 1
' - * . 1S3L-J73S OL SYAMSNY
*Proceed to the next learning activity for practice performanee experiences ' - @
- f7 -
g = W



. v

s W
. * You will be required to practice planmng, rehearsmg, and makmg a speech to an indus-
) ) tnal _group. Several subactmtxes must ‘be completed before the speech is completed You B
' may vnsh to refer to the information offpages 4-6. You may wish to read one or'more artlcles | <
B g ' pn selling, adve:‘tnsmg, and busmess communication ﬁ:om outsnde resources. You will need to .
. assemble :my audiovisual equnpmem and supplles needed in preparmg for, and makirfg. the i
speech. You must complete the Speech Plnnmng Worksheet, Appendlx B. You must write'a
i speechz your choosmg promoting some aspect of mdustry services. You may base the speech
on, the Example Speech Outline from Appendix C, and the Case Study‘lnformatlon from
Appendtx D. You will be evaluating your perfomlance in making a speech using the P.erfor.-v ) .
mance Checklist, Appen&ix A. ! - .
I.  Determine the objectil/es of the speech. Will it be a description of trai_ning services which . .
' can be provided? Will it feature a particular industry training 'prograrln in'progress? Will v
Y- " it include both these aspects of industry servnces" ' . o i .‘ s )
II.  Plan the elements that mused in the speeeh such as the topics, and audnovnsual
‘ aids? Complete the Speech Planning Worksheet from Appendix B: You may refer to
the Example Speech Outline presented if Appendlx C, and the Case Study lnformatlon
in Appendix D for constructmg your speech.
', o el ,/Prepare a prelumn.ary written outjine of the speech. You may refer to the Example
‘ ‘ Speech Outline pr%sented in Appendix C- ) A
. IV. . Prepare any audiovisual aids lo be used in the speech . Assemble equipment and supplies (\
A to be used in making the speech, such as slide projector, o\'/erh_ead projector, and speakel:’s
.  rostrum. o R ) ‘
‘ V. Review the' speech carefully several times If possible, present the speech in a sunulated /-
; ' situation WK one or more persons in attendance. Your spe?ech will be Judged by those
in attem‘iance using_the Performance Checldist presented in Appendix A. All items on the .
. checklist nlust be rated “).'es.“ ' MY
t *Completion of the previous learning activities should have prepared you for n'_laking a speech
in a real work situation. Ptoceed to the Check-Out Activity. I
. 9 B
(I T 1 3 4
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CHECK-OUT ACTIVITY: PERFORMANCE IN REAL WORK
SITUATION

The activity whnch follows.ds intended to be conducted in m actual on-the-job situation.
It may be completed wnthout cqmpletmx the two learning activitiés, if you think you have the
proficiency to do so. , \ . .

Prepare and make a speech li’: an industrial group. You may discuss the speech with other
pcnom in your schopl who have prepared for, and made speeches to industrial groups. For
additional mformmon, you may wish to contact a state or school supervisor who has “had
prcvnous'comacu with the tarxet group. Your perfomunce will be judged by your instructor
Of supervisor using a checklm All items on the Performance Checklm (Appendix A) must be

; rted yes” - e | _ . e »y
Beoiw &,

e
-

) ‘Mtct comple(m; the Check-Out Acttvity you may select anothet module fnumdy Your
o irb"' ctor or supemsor may be comncted if you have diffjculty in selectin; a module

- by t
" a A .;
- e~ Y 13 ff# {‘ A "' =
* P . o -




. APPENDL&( A
)ERFORMANCé CHE‘XZKLIST .
- A . N . . .
Speaking to industrial and o:)'mllif;nity groups. - - ..

INSTRUCTIONS:  If the performance is satisfactory, write YES in the space provided.

. The speaké had all 3ids used during the speech wellorg'ani.zed..

« If the performance is unsatisfactory, write NO in the space. Each
« item must be rated*“yes"” for uusfactory task perfonnewe

e
rhe speech specified why, what who, when. and v(here 7 o B

The information presented was relevant to'l maja'ity of the ﬁmup.
‘ |

\

|

»

, The informaiion {)resented was clearly .i.m&emo‘od by the entire group.

>

Py
1 ‘ :
The speaker arrived on time to begin the speech:

. . .

The objectives of the speech were clearly stated early in | s o

- " J \ § @

{ .
Thc entire speech ,wu directed }owa.xd the stated objecﬁva.

% ” . .
- .

The speech stimulated interest; is evidenccd by facial expresiom,
Guestions, and comments. . .

[]
]
_ -
The speech - téfmyqated within the time provided. . D V
L]
L
‘ !
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APPENDIX A

. PERFORMANCE CHECKLIST

¢

Speaking to indusﬁhl and community groups. (Cont.)

-

INSTRUCTIONS: If the performance is satisfactory, write YES in the space provided.

-

p

y

’

10.  Questions were allowed at appropriate times.

-

11.  Questions were adequately'answexed. ’
b .

If the performance is unsatisfactory, write NO in the space. Each -
item must'be rated *‘yes” for satisfactory task performance. _
e ;

0

‘.

12 Main points were summarized at appropriate times.

' L

ooO00000
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" APPENDIX B

SPEECH PLANNING wonxsn»:q/

. THE PROSPECTIVE AUDIENCE

. S A me{')qoup of.;)eople do I want to ra‘ch?
What l;e ﬁeh interests and concerns?

Afe their interests similar or greatly varied?
What are their range in age and education level?
How much do.they a‘lrudy know about the industry services pf'cunm?
How many people mll be in attendance?

" PROSPECTIVE COMMUNICAI:TP?‘

1. + What type meeting will be held?



» ~ b‘ - . ) N
+2.  WHere will the meeting be conducted and how much time will be alloted for the speech?

»

o~ -
~ »

3. What methods are normally used by the industry group to co:mmficate ideas?

" ‘ LA ' // *
\ . L. .
,‘ < 4. Which communication methods would most likely reach the 7Awe described audience?
_— . ‘ " . & . L/ .
'l ' "'?.;‘\ - . . - /

5. What audiovisual aids will be required in planning and making the speech?

! . * . -
- '. . . \ . \\: » -
THE INDUSTRY SERVICES PROGRAM \ -
.- ~ . ) \
’ ? - \ . y 8 €
1. What aspects of the industry services program do I want to promote or inform the group
about? “« 8 ’ - T ,
. ] : *
" o L] . ) 5
& - 8 - 4 -,

2. Which of-these might most interest the audience described above?

4
. ' \ - ’
3. What do I wish Yo accomplish thréugh‘y speech? e )
’ ) A ) . L] .
- . ‘o . . ;“ K &
4.  What benefits do | want the industrial group to see in industry ser:rices? e
‘ . .
. ¢ \ »
. 13 \ /
FINAL TOMC SELECTIONS - .
-~ ‘ " .
N -
. i . =
: 17 \




APPENDIX C

. G .

. EXAMPLE SPEECH OUTLINE
INDUSTRIAL TRAINING SERVICES PROVIDED BY EDWARD COUNTY

<

. JUNIOR COLLEGE

IL

118

) Purpd;aéfgpeech

‘:t

Ty TOPICAL OUTLINE

Occurrence of rewarding events
associated with industrial trgining

" programs . .

A. Non-confidential experiences %

with industry managers, sup- *
ervisors, and workers

B.  Experiences with institu- -

A.”,’; Clarify reasonsfor industrial
“" training programs ¢

B. l‘cport on tmmng activities

C. State goals acl;icved in wf

training programs * ow

Introduction to industry and

training program |

A ~6ve(view of-industrial )
training efforfs across * »
state !

(8 -

1. Brief history of industrial .
training services
2. Benefits from industrial training
a. Industry

: b.  School ’ s

[ &

-

Show slides or
transparencies |




b
3 /
)
TOPICAL OUTLINE " Y COMMENTS
c. Citizens ‘
4 Location of plants . i ’ -
- C.  Where training occurs :
’ .»'v . 3¢ >
D. Personnel involved in ' o
©  training activities . g /
! . ]
E.* Products for which training - Show sample products,
“is focused : o noting features for which
2 ' : . ski orkers dre required
F. Fotus of training activities ’ + . in'manyfacturing. -
1V.  Assistanic®provided by state, ‘,‘ | ’
local school, and local industry
»
"' A Plnns‘of action ~ ) 1
B. Training site ®
[ . e
) C. Instructor salaries A B . .
w § & . . S ' :
D. Equipment, tools, and ¢
. § = supplies
- o .
E. Training aids .
V. De'velppment of i}aining- aids .
A.  Job-task analyses Show'&amples of training
. manuals and other training
B.  Training manuals - aids.used in programs.
> C. Videotapes
D. Slides
E. Charts ' .
- ¥ & ‘
4
VL. Operation of training
' program . .
- P .
. * A Applications




. “ R 4 ’ .
|. A . )
TOPICAL OUTLINE COMMENTS %4
B. Referrals i .
C. Testing. B i
D. Counseling ) ’ !
. E. Schedules . . i
F. Regulations o \ ’ i b
i % -
) . G. Instryction . -
H. . Evaluations and progress T * T
e . records . ,
. 0 ¢ " t 4
. L ‘ _ : e R
‘- ~ L Placement ) . : 2
“‘:“’ . “‘ 'Y . . . b4 w. . ) - B
VIL. . Summary of presentatfon : t
*_VHL  Questions/comments . . -
| ¥ B 2
s
| : “-
S ¢ '
e ’
[ A i . ‘
1
—"}: - . o / 3
Y - : — ¢
* ’ . \ .i;; ) L
- ( - - -
- ’ ¢
- L ]




APPENDIX D

‘. .- CASE STUDY INFORMATION

MAKING A SPEECH TO AN INDUSTRIAL GROUP .
; '

A new plant which manufactures electric power company equipment, (power circuit) “

. breakers and transformers) will lom‘te in a city. A tentative date has been set for thenew - |

plant to begin manufactunng and asscmbly operatnons w:thm ]50 days. The start-up opem-

" tion will involve a work force of approxlmately 150 employees i in the following areas of

work

L

2.

3.
SR
} S
6.

" Tool design and fabricatinn

Engineering and marketing
Muctiqn and quali}y control
Maintenance : . . E o e

Tool and die and expéi_me'ntal work . - '

it

Procurement and shlppmg R , L

This number will increase rapidly over a period of two years.

The plant is moving all equipment and available technical and managerijal personnel

from an eastern city. Corporate and plant ofﬁciai‘s‘hnve arranged for a visit to the ¢ity to

make a needs assessment for plant site location, blant construction, transportation services,

and nvai'l‘ability of trained personnel During thirs \"isit an interest has been expressed for a

ot il
;meetmg with employment service officials, local mdustnal development groups, and vocational- .

technical education personnel regardmg the semces avanlable in starting ug e new blant. .

The industry servnces Ieader must be prepared to discuss the training scmcesavmlable
thr&ad\ the local mdustry services program, The meetmg will l’ttended by five company
officials, two local admlmstrators of voauonal-technical edut:atnon, and three area industrial.

development representatives.

"

»
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- ~ { ¥ .
LIST OF INDUSTRY SER\’CES.LEADERSHIP DEVELOPMENT MODULES e
- § = - \ . ’ . ’
L. . Ovigntation to Industry Secvices ; . ‘
A.  Introduction to Industry Services ’
& B. Industry Services Leadership Development Program: )
& Guide for Using the Self-Ptced’lnslruclioml Mgdules  + .
1. Establishing Contacts and Relationships . ~
A.  Speaking to Indugirial and Community Groups % .
" . B.  Writing Articles for News Media , '
C.  Identifying Functions of Agencies Involved in - s =
Industry Services [ L
D. Developmz a B:oehurc ror Industry Services .
. uL omlmu Agreements . ' Y ) _ .
*A. Developing Training Agr ’ . !
® .- B.  Developing a Léad-time Schedule : - N
C. lntefpreun( Legislation Related to Industry Services , e \
. lbnllfyim Training Needs . ]
' A.  Collesting Framework Production and Training, . ' Y
) Information . . v
. ¥ B.  Selecting Types of Training Programs '
¢ C. Prepating a Budget for dn lndumy Services Project .
V. Acyuiring Resources : L i ) .

A.  Selecting lmtruclon for Industry Services
"~ B. Securing a Training Site
C.  Securing Training Equipment, Tools, and Supplies

VL. Training Instructors for Industry Services i, ' .

Training Instructors for Industry Services g

. VIL ’heptin. for, Training i : . )
i k Adapting the Training Site to Training Needs ’ - b W
B. Evaluauu Safety andmon; at Tnimng Sites * . . ' .
C. . ng the Opening of a Trairiing Program .
ViIL. Ptepuing Tralving Materials . \ _ .
" A, €onducting a Task Analysis ’ ' .
B. Developing Performance Objectives | :
C.  Determining Types of Instructional Methods and Media N X
“ D. Developing Performance Tests
\ “E.  Developing Training Manuais o .
. F. Preparipk Videotapes for an Industry Services Program .
¥ G. Setting Up Learning Centers for Industry S;ﬂ?’ces:‘ 8! p .
\\x Selecting Candidates . I )
Developlng a Plan I‘ot Ta(ln; and Counsellng Applicants for a Training Program ¥ y '
X.  Monitoring Training Progr i
A.  Assisting in Providing Pre-Employment and In-Plant Training ’
B. Developing a Procedure for Keeping Participating Agencies lnl’otmod
About Training Program Activities X -
g C.  Monitoring Training Programs for Progress and Expendltum d ; n
. Xl, Closing Training Programs : . <,
Closing a Training Pm;mn . R g .
v XiI.  Placing Program Participants t B B T
LA * Developin. s Plan for Placing Graduates of a Pve-l-:mploymeni‘]‘ninm; Program '
Xit). - Evaluating Industry Servicés Programs
Evaluating industry Services Promrm‘ ) )
. r #
' Direct Inquiries To: Rescarch and Curriculum Unit for Vocational- * .
Technical Education. College of Education, & 2 )
‘ Mississippi State University, Drawer [?X. o N
: Mississtppi State. MS 39762 .
(601) 325-2510 : *
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