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Preface
Following the completion of LiNT Focus Groups surveys and Best Practices’ examination in the partner
countries, the consortium has reached an understanding that training needs have to be addressed
and associated material has to be developed along seven modules resulting from the distinct
problem areas identified in young entrepreneurs’ literacy and numeracy training.
Thus, the identified needs allowed for the formulation of the following training Modules:

⮚
⮚
⮚
⮚
⮚
⮚
⮚

Module No. 1: Effective Speaking
Module No. 2: Understanding Business Regulations
Module No. 3: Recognizing the Main Idea (Active listening)
Module No. 4: Financial Literacy for SMEs
Module No. 5: Blogging is all about Literacy (Digital literacy)
Module No. 6: Improving Writing
Module No. 7: Computer Skills and Literacy

The material of the Module in hand will be used during the training sessions organised in each
partner country, also making use of the LiNT Learning Platform through which pilot training
participants will interact among themselves and with the programme’s trainers. Asociación
Jovesólides would like to acknowledge the contribution of Alicia Carpio Obré, Ana de Sousa Selfa and
Amr Abd El Gayed in the elaboration of this module.

Asociación Jóvenes hacia la Solidaridad y el Desarrollo (Jovesólides)
[July, 2020]

DECLARATION
The present module has been prepared solely for training purposes. Its text does not necessarily claim
originality, as, besides the authors’ own contribution, it is also based on material from various other sources
considered to be relevant, useful for training purposes and transferable. This is dully acknowledged in the text
in various ways. The authors however accept responsibility for any failure to fully record all such instances in
the text.
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Module Outline
In the first section of module one will focus on the important relationship between an act of
communication and the concept of Emotional Intelligence. After a brief introduction to the Emotional
Intelligence concept itself, four elements will be presented that everyone should be aware of if they
have the intention of being a better communicator, or if they are looking for improving her/his
effective speaking skills.
The training module will be presented through the work on these four elements, A.1 Self-awareness,
A.2 Self-regulation, A.3 Internal motivation and empathy, A.4 Social skills. Along this activity plan,
the intention will be linking all these four elements above the one big concept of Emotional
Intelligence, although it will be done without forgetting that the main goal of the project is to
incorporate these Emotional Intelligence improvements in the way that participants communicate.
Emotional Intelligence is a strategy that can perfectly be applied in diverse life situations, but of
course in a communication act, especially if we are the speakers, this can be considered as a key
strategy that can conduct our speech and attitude towards a more successful and pleasant
communication process, reaching our goals and also reaching our audience as a main key objective.
The second section of this module will bring a deeper explanation about one of the elements
previously presented: Social Skills and, particularly, what involves non-verbal communication. In this
part of the chapter it will be pointed out the importance of body language and why is necessary to
know how to read and interpret other’s body language. Also in this second part of the module, it will
be talked about the importance of using body language as a tool that can help us to avoid or solve
problems related to communication misunderstandings.
The third and last section of this module will talk about the message itself, its content, and how to
improve the way we expose our message. In this section, it will be used what it has been called
Weston’s tools for a good building speech. Weston’s tools bring some tips that will allow the speaker
to organize and structure his/her message in a better way.
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1. My target: Connect and Stream by emotional intelligence
Skills addressed – short theoretical overview
A. Emotional Intelligence, or how to engage our audience
When thinking about public speech (conferences, presentations, public meetings, etc.), It is usually
thought that communication is just about transmitting information, data, or knowledge to the
audience. This is one of the most common mistakes that people make so they do not develop their
full skills when it comes to public speaking and especially to an effective speaking. Rachel Green1,
one of the members of The Emotional Intelligence Institute (Australia) points that public speaking is
more about how the speaker makes people feel and engage with the given information than about
the information and data presented itself. This is a factor that we should take care of through
developing our skills in what is called Emotional Intelligence.

When it comes to thinking about our employability qualities, we should be aware that knowing how
to communicate and make our speaking effectively is one of the main skills that we should show,
where using Emotional Intelligence as a tool is a key element. The Future of Jobs Employment, Skills
and Workforce Strategy for the Fourth Industrial Revolution a report presented in 2016 by The World
Economic Forum (WEF) identifies Emotional Intelligence as one of the ten needed skills to succeed in
the nowadays and future labor market. But, what is “Emotional Intelligence”?
One of the references works about this concept (Daniel Goleman, 1995), points out that Emotional
Intelligence (EI) it’s about four basic elements: self-awareness, self-regulation, internal motivation
and empathy, and social skills. All of these five elements need to be trained to improve our speaking
skills and to really get the auditor's engagement we are looking for when we are making a
communication.

So, here is a more detailed description of those 4 elements or skills that conform the Emotional
Intelligence as an strategy to connect to a target in a communicative act.

A.1 Self-awareness, the importance of being aware of how the speakers feel
When thinking about Self-awareness in a communication scenario, it has to be considered how
important it is to be conscious about how are the communicator feelings just before, during, and
after the communication act. This Self-awareness element makes a communicator be aware of
his/her behaviour considering that “Your emotion drive your behavior”. That is why any
communicator should train his/her self-awareness skills in order to adequate the behavior to the
goals and prevent undetected emotions that can limit the communication capacity.
Example:
There are diverse examples of situations that can be prevented if the speaker is able to be aware of
his/her feelings. For example, when the speaker dedicates less time to take care of communication
aspects that are relevant (as the visual, the words used, the silence, etc.) for a disinterest feeling, so it
Jovesolides
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can limitate the capacity to transmit to the audience the real importance of the message. The risk is
then that the undetected feelings can deviate the communication objectives.
Self-awareness has also to do with the conscience of the speaker about the feelings that can transmit
and transfer to the audicente. When speaking about feelings and about the meaning of things into
our life, work, etc. it is always easier to connect. Identifying those “connecting elements” are also
part of the Self-awareness of how each of can can share passion, emotion and motivation in the
messages.

A.2 Self-regulation, or how to drive the speakers’ behaviour towards the goals
The self-regulation element refers to the way the speaker react to unexpected events. This
self-regulation item is strongly related to the previous self-awareness, and comes a natural second
step. Once the speaker is aware of what he/she feels, then is time for training the way of how
reacting, as a communication act can include diverse situation, circumstances which are not totally
under control of the speaker. It is important to maintain the attention and then be able to provide the
most conscient reaction in front of any circumstance.
Example:
Once a speaker realizes that if the audience make lot of questions that makes him/her feel insecure,
then the best reaction is to learn how to be able to provide answers, ask for time for finishing the
speech, or find the way to avoid this insecurity that can limitate the communication capacity.
Once the speaker realizes that a confrontation opinion makes him/her feel angry, then he/she has to
learn how to redirect this angriness to an adequate reaction from someone’s discordance.

A.3 Internal Motivation and Empathy, both side of feelings as a need
The third EI element is Internal Motivation. As Mrs. Green points out in her article Emotional
Intelligence and Public Speaking, your success in a communication act depends on your audience
getting involved or not in what you are sharing. Empathy makes it works in a way that as more as you
share, emotionally speaking, as more as you make your audience engaged. Obviously, this
engagement depends also on the information and the data the speaker is exposing, but the emotion
the speaker transmits is a fundamental element in successful communication.
But the empathy into a communication act has to be both directions; so the speaker should be able to
understand and be sensible enough to perceive the mood and the feelings of the audience in order to
readjust our discourse to the real communication situation.
Being able to manage the awareness of both sides of the communication, and specially the reaction
the speakers want to reach on their audience, is a key ability that can assure the success of a
communication process.
Example:
It a speaker giving some message realizes that giving concrete examples of real life generates some
reaction in the target, maybe he/she can go deeper on those examples or provide some other, as this
made some extra connection to the audience.
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If a speaker giving some too much detailed information about some issue realizes about some
de-interest reaction on the audience, maybe he/she should change the topic and go to something
more attractive.

A.4 Social Skills, becoming a team-builder, becoming a leader
Social skills is the last one category of the EI’s elements and it’s maybe the most complex one. Social
skills is about the capability a speaker has to build good social dynamics through a group of persons.
This social skills talks about:
how a speaker make people feeling comfortable around them,
It is about the space the speaker occupies and how to do so,
it’s about you making eye contact or avoiding it,
about having a direct contact or seeming like a cold distant person.

All these aspects have been studied and analyzed through multiple disciplines, that have pointed out
that human have anthropological continuities of what makes the majority of the people feel
comfortable, but also points out that we have important cultural and social differences of which we
should be aware of. This is why it is so important knowing who are you addressing to, and in which
situation is this happening. Developing social skills is about learning what is expected in each
situation in order to build an optimum scenario where every person feels linked to the group and
confident with the speakers, the content and the others.
Example:
According to the topic of the speech the speaker can decide to be standing up or sitting down, can
decide to provide serious and fundamented information, or talk from personal experiences; can
decide to have a visual support or materials to be touched, etc.
When the speech has to do with laboral inclusion, the speaker can be an applicant for a position, and
has also to consider all those elements in order to convince his/her audience, that in this case would
be his/her potential employers.

Training delivery guidelines
Introduction

AIM: Contextualize about what is and how works the “Emotional Intelligence”
as a communication strategy.

OBJECTIVES: Considering the 4 specific elements or skills that conform the
Emotional Intelligence, this training module will guide how to train our
participants on those skills and have some practical tools that can be practical
to promote communication skills.

LEARNING OUTCOMES
Jovesolides
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Get aware of how important those elements (skills) are in any communication
process,
and then learn how to promote and train those skills on participants (practical
tools, games)

Introduction process:
Present the aim and objective of the module
Provide a chance to introduce participants and generate group
Facilitate all the learning process
Promote the identification of expectations - and attend them
Preparation

Content:
Extract content from this module (not all but some extracts even a table that
can summarize the main ideas)
Materials:
Ice-breaker: visual cards for presentation
6 colour hats or papers with different colours
markers and panels or a board for possible final conclusions

Implementation/
Instructions

Here is share the detailed description of activities for a 2 hours training
module. It includes the icebreaker and introduction to go forward with specific
activities and then a final break for general evaluation.

15 mins

Ice-breaker activity: In order to get to know each other, one of the possibilities
will be using visual cards.
How:
each participant catch one visual card, maybe some element catch their
attention. They will have 3 mins to think about their expectations, and then
how to connect the card (the imagen, the meaning that this image has got for
him/her), with the expectation on this training.
Each participant will introduce him/her sharing those thoughts.
Why (meaning of the activity): we are promoting the lateral thinking and also
the empathy of how to generate a link among us an a simple image. At the
same time it is a way how to get to know each other in a different way.

10 mins

Introduction: Provide the key elements of the module:
contextualization of Effective Speaking: Emotional Intelligence
Describe briefly the 4 key element to be applied
Jovesolides
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To invite participants to play, act and learn as learners that will get some tools
to be replicated on other beneficiaries.
20 mins

SELF-AWARENESS: “Me and my challenge”
How:
Participants will be invited to define with concrete words the “fears” that they
have when speaking in front of a group. They will be written down in post-its
and pasted in a panel. Each participant should write at least 1 post-it, or
complement another’s one idea.
Participants will be invited to read all the post-its that partners wrote or the
facilitator can read them aloud.
Then participants are invited to find “solutions” to attend those fear,
strategies, games, ideas to face those situations.
Some of the answers can be red and explained by participants.

Why (feedback): Analysing our fears and how to face them could be a good
strategy to understand that all of us can face some difficulties when it comes
the time for speaking in front of a group, specially if we have some specific
expectations, as finding a job. It we analyse those fears, and find alternatives
to solve them, maybe we can discover that they are not that big, not that
relevant. Self-awareness of our capacity of communication is a key element to
be effective in what we want to say, avoiding small difficulties and promoting
our message and our voice as speakers.

20 mins

SELF-REGULATION: “6 thinking hats”
How:
The main discussion topic is how to plan a trip for the next weekend (outdoors,
indoors) (this topic is irrelevant, can be changed if wished). Each participant
has to take part in the discussion and some of them (6) will get an specific role
(hat) that will condition they participation into the discussion. The roles can be
replicated if the group is a big one, so each one can experiment the game
itself:
yellow: positive
Black: pessimist
Green: Creative
Blue: organizative
Red: emotional
White: neutral
Jovesolides

[June 2020]

LiNT Training Material – Module No. 1: “Effective Speaking”

- Each participant will interact, propose, comment in a fluent conversation,
always considering their role. After few minutes, all roles will twist, so the one
who was Pessimist maybe now is optimist or the creative mind of the group. A
different behaviour has to be evident, so the facilitator has to fix his/her
attention of those elements.
- Finally a short evaluation is done by all participants.

Why (feedback): we as speakers have to have the flexibility to adapt our
behaviour and be able to change the point of view, vision, but maintain our
message. This game facilitate us the understanding of how flexible we can be,
or may be, in order to be standing up in front of a group. As much as we are
flexible, as more as we will control the communication process. So,
self-regulation is a key element to be flexible and adapt to any potential
situation.

20 mins

EMPATHY:“My personal object”
How:
Each participant is invited to take a concrete object they have (in their pockets,
in their bag, etc).
They will be invited to take 3 minutes to think about: a) the real use of this
object / element, but then also b), identify a second and more personal
meaning of the object, that has to be linked to something that brings some
emotion to the element.
Example: my object is a small bag where I save personal issues, it is practical
and I always carry it in my bag. The personal meaning: I got it in a trip to
India, that was a personal experience that changed my life, as I discovered
there an impressive country and also meet some people that are currently
very close friends of mine.
Then, participants are invited to share the object, the use and then the
personal meaning.
Why (feedback): something neutral, provides a neutral for the person listening.
When bringing a personal meaning, feeling to an object, the message is totally
different. The object reminds the same, but the result/impact is different. It
provides more personal information about the “informant” than before, and
put the speaker in a “more equal” level, where the audience can connect
easily (All of us are human).

20 mins

SOCIAL SKILLS: “Same message, different audiences”
How:
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in groups of 5, participants have to define 1 role of speaker, and the rest as
audience.
the speaker will have to “convince” his/her audience to assist to a Fair that will
take place next weekend in the city. He/she has to find the arguments, the
reasons why they have to come. The audience can give feedback, make
questions, but always putting some difficulties to be convinced.
The trick part of the activity is that, the kind of audience will change, so the
speaker will have to “adapt” his/her speech according to it:
1st audience: adults (general)
2nd audience: kids under 10 years old
3rd audience: elderly
4th audience: migrants with language limitation
- the facilitator will make the speakers (all of them) twist the audience every 3
minutes. The roles among participants can change if they wish, or the
facilitator considers so.
- After, participants can make a balance about how they felt, how difficult was
it, which was their strategies, etc.
Why (feedback): As speakers we have to adapt our message and arguments
according to the audience. We have to be aware of their needs, expectations,
desires and try to get to them throw a concrete strategy.
15 mins

General balance: participants will be invited to add comments, ideas, and
analyse together the relevance of the 4 skills developed during this module.
The facilitator can consider to take notes, post-its with the key elements to
visibilize the main ideas that all participants extracted from the module.

Reflections &
Debriefing

It is important that the facilitator lives some minutes for the “Why-feedback”
section of each activity, as it provides the real meaning of the activity/game.
All those activities make participants reflect on the relevance of those skills
described as part of an effective speaking
Any speaker has to train his/her skills and also find new strategies to reach our
audience: the sensible part of our messages can be the strong point to reach
them.
Feelings, empathy and being aware of what the audience expect are also key
elements to assure the success of our communication.

Duration

The total duration of the module are 2 hours, and are distributed accordingly
by each activity (timing). The facilitator can decide to give longer time to some
of the activities according to the development of them, or according to the size
of the group. But always a frame of 15 minutes should be saved in order to
make a final evaluation and conclusion.
Jovesolides
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Section summary points:
An effective speaking can be based of the Emotional Intelligence (EI) as an strategy to make our
message reach our target or audiences. The EI includes 4 specific skills that an speaker has to
consider and be trained on.
1. Self-awareness, as the speaker has to be aware of his/her behaviour considering that “your
emotion drive your behaviour”; as our behaviour can condition how our message reaches the
audience.
2. Self-regulation , as the speaker need to train his/her reactions and be able to modify /adequate
them to the final goal of the communication act.
3. Internal motivation - Empathy, as the communication act has lot to do with the feelings,
emotions and expectations that the speaker is able to generate in the audience, even more than
the message to share itself.
4. Social Skills, as the speaker has to build good social dynamics and connection through a group,
assure and adapt the diverse aspects always making sure that the audience get engaged and the
message arrives.
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2. My Attitude: Skills to define my role in front of a group
2.2 Skills addressed – short theoretical overview
Considering the previous section related to Emotional Intelligence, where we described how
important is this strategy for an Effective Speaking, this section will be mainly focused in one of the
skills / competences developed there: Social Skills. Particularly this section is going to be focused in
the reference of non-verbal communication and, more specifically, in everything related to body
language, but also in some other Social skills that can facilitate a better understanding,
communication and specially reaching our communication goals.
A.Non-verbal attitude/ communication
In 1969, Albert Mehrabian and Martin Williams (M. & W.) found statistical results supporting the idea
that there is a correlation between the intended persuasiveness of a communicator and the judged or
perceived persuasiveness of his communication. This “intended persuasiveness” of the
communicator was measured through the non-verbal attitude of the communicator. Among others,
specifics positions, facial expression, movement and verbal cues were some of the aspects that
M.&W. identified as a factors of this non-verbal attitude. Related to those issues, others authors have
highlighted the importance of the non-verbal communication, as Claudio Baccarani and Angelo
Bonfanti (2016), who pointed out that when it comes to interpersonal communication, almost 95% of
the action involved are related with de non-verbal communication and just the rest of it is directly
related to what we commonly understand as verbal/oral communication (linguistics, words, etc.).
This is why, in order to develop and improve our effective speaking, we must attend all this aspects
conforming the non-verbal field of communication.
According to Baccarani and Bonfanti, inside this non-verbal area of the communication act, we can
find at least three different aspects:
vocal aspects (tone and timbre of voice, speed of speech, etc.),
spatial movement (gestures, body orientation, interpersonal distance)
and body language (posture, look, facial expressions).
A.1 Body language
As Amy Cuddy exposes in her viral TED about body language, our body, our presence and the way we
look, affects, as a matter of fact, not just what people think about us, but also what we, ourselves,
think about us. Cuddy presented the idea that our body changes and transforms our mind, meaning
that we could actually start to sound more confident, start to act as a leader, or drive successfully a
meeting or a presentation if we project ourselves powerful enough, son we can indeed transform
ourselves. We can become a more confident person, a better communicator and an stronger leader if
we learn which messages we would like to send through our body and which one we would like to
avoid.
Example: the same message with diverse attitudes can generate a different reaction on the target, so
it is recommended to be sure about our speech and specially accompaign our message with our body
language, according to the meaning we want to give. This attitude can be trained before the
communication act.
A.2 Ourselves as a “body language readers”
Jovesolides
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In a communication act, as it is always a two sides process, is also very important to know how to
perceive and understand body language communication in others. We don’t need just to send the
proper messages with our body, but also to develop our skills as a “body language readers” of our
audience. We need to learn to perceive if our receptor is feeling uncomfortable or intimidated,
bored, tired, or if he/she is getting angry at us.
Improving the control we have about what we communicate through our body and being trained at
perceiving how our receptors are understanding and reacting to our messages will definitely help any
person to become a better communicator and approach him/her to effective speaking goal.
Example: having the capacity to understand or “read” how our message is being received is also a key
element in order to adapt our message (content), or our attitude (body language) in order to reach
our real goals. Then, this has to be considered, also our flexibility for adapting and changing not just
the words, if they are not clearly understood, but also our movements, expressions to assure the
message arrives in the proper way.
A.3 Negotiation profile - how to be in the middle
When a person is in a communication context, leading an speech that can open some kind of debate,
discussion, some skills and competences should also be considered. Authors as Lapousade, Monsalve
and Ortiz Torres provide some definitions that point out the pre-existence of two or more parts with
common or diverse interests, and the need of an open communication for preventing any kind of
conflict. Then, negotiation becomes a communication and exchange of information process where
two or more parts look for conciliation of different interests in order to reach a common goal.
The speaker has to manage cognitive skills to assure the management of the conversation / speech
but also emotional skills as the ones defined here, as considered by Yaimary M. and Maritza O. in
their article “Trade Negotiators' Profile: Elements for their Characterization”:
Motivation for the goal: When the speaker has very clear in mind the goal to reach, there is more
security in his/her attitude and capacity of convincing others.
Flexibility: if the speaker is ready to adapt quickly to the changes and is more receptive to new
proposals there will be no obstacle to arrive to a consensus.
Initiative to find alternatives and solutions: speakers have to be always ready to take the chance of
new opportunities, and open new visions always focusing in the goal he/she is searching for.
Understanding of others: again, it is important to “listen to others”, be receptive and sensibles to
others’ needs, that is always a plus for a more effective communication.
Management of diversity: a good speakers should find the opportunity in the diversity instead of
limitations, and then make sure that all parts can find a positive element in the discussion.
Team Work: synergy is another key element that can condition the final result of our communication.
All parts of the conversation should find that they are part of the process and also part of the final
result and goals that all should be sharing.
Example: if the speaker is into a employment opportunity, promoting his profile or project, all those
described elements should be taken in consideration, as the conversation can take diverse
perspectives, the arguments can be discussed and the main goal of the speaker has to keep on
convincing about the quality of his/her profile or project. All diverse attitudes and reactions to
questions or arguments can be analysed for a final decision, and the speaker has to be aware of that
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and act in consequence.
Training delivery guidelines

Introduction

AIM: Contextualize about the relevance of non-verbal communication
for a more impacting and effective speaking.

OBJECTIVES: considering the diverse elements that conform the Non-formal
communication, this training module will guide about how to train our
participants in specific skills related to body language or negotiation /
conflict resolution that can be key elements as communication skills.

LEARNING OUTCOMES
Understand the relevance of the Non-verbal communication that
complement a communication process
To learn and deal with non-verbal communication tools and visions to
increase the impact of a communication act
Introduction process:
Present the aim and objective of the module
Provide a chance to introduce participants and generate group
Facilitate all the learning process
Promote the identification of expectations - and attend them
Preparation

Content: Extract content from this module (some ideas, concepts and visions
to complement theoretically)
Materials:
Ice-breaker: post-its and markers.
white panels to post in the wall and pictures of diverse characters (famous
and no famous ones)
markers and panels or a board for possible final conclusions

Implementation/
Instructions

Here is share the detailed description of activities for a 2 hours training
module. It includes the icebreaker and introduction to go forward with
specific activities and then a final break for general evaluation.

15 mins

Ice-breaker activity: In order to get to know each other, one of the
possibilities will be using visual images to represent how they feel, how they
identify themselves.
How:
Jovesolides
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each participant catches one to 4 post-its and colour markers. They are
invited to describe themselves creatively in a simple way, no words can be
used but images. They can draw just one imagen / picture in each post-it,
and use as many as they want (no more than 4). And those drawing can
represent:
Who they are (like, preferences)
What they do expect from the training module
Each participant will introduce him/her sharing the images in a panel and the
meaning of them. Each new participant can connect his/her drawings with
the previous ones with arrows; so there will be a final picture of drawings
and connection among participants.
Why (Meaning of the activity): considering that we want to learn how to
explain, communicate by other means than words, this dynamic will allow us
to introduce ourselves in a more creative way, connect with each other and
discover the potentiality of other means in spite of words.
10 mins

Introduction: Provide the key elements of the module:
contextualization of Non-verbal communication
Describe briefly the 3 elements that will be developed
To invite participants to get the most of the training course as they will be
able to replicate the content or tools.

25

BODY-LANGUAGE: “the same message, in diverse shapes”
Role playing
How:
there will be diverse papers with specific messages and small papers with
diverse roles (as for example:
Messages: “Nature is our home and we have to take care of it”, “To become a
good teacher we have to have to trust on life long learning process”.
(messages can be the same, but the roles have to change).
Role: a) Naturist with a very romantic vision of life. b) Leader who things
he/she has got the truth of each word… (etc)
participants in couples will be invited to choose one message and one role
(randomly): and then act as the role and transfer the message. They have to
think about the attitude, movements, body expression, standing up or not.
etc.. They will take 3 mins to decide why they will do it and how.
teams will expose the message by turns and the rest will attend and listen
and interact somehow.
After eac speech participants will be invited to discover the role behind each
presentation
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Finally there will be an evaluation of the activity.
Why (feedback): The same message can be transfer in different ways
according to the role and attitude we take. Attitudes can be defined clearly
by simple elements as the position, the voice, the tone, the way we talk to
people, etc. So this can make our audience receive the message in a different
way, so the effect of the message can also be different.
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Body Language readers.
How:
Participants are organized in teams (2-3 participants),
They will have a poster where to locate all the material they will be
provided.
There will be diverse pictures of profiles of “famous characters” and others
that can be not that known.
The tasks consist in posting the picture and trying to define 2 issues:
Their profile of speaker - attitude
the reasons why they use this profile
Por example: Barack Obama: convincing, with security in his voice attitude,
but open to negotiation… Reasons: he was a politician that wanted to make a
change and do not act from a autocratic point of view.
Each team will have to “read” at least 4 diverse profiles; they can be the
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same or different among groups. If they are the same there can be a
comparative of their interpretation from group to group.
Then team will show and explain their results to the group.

Why (feedback):
This exercise allow participants to interpret and analyse the attitude of
speakers and understand the reasons behind. We have to be aware of the
fact that each act of communication can have more than one meaning-goal,
and it is important to understand it as we can also use it as mechanism.
Answers and definitions in this dynamic can be very subjective (according to
the perspective,vision, etc.) and that is fine, the main issue to to exercise our
capacity to interpret others.

Negotiation profile
How:
Split participants into 2 groups (if the group is not bigger than 12 people,
then 1 group will be fine).
There will be roles to distribute (secretly) in each group. Examples: “never
give the word to others”, “you always sticks on one concrete idea, and
nobody can take you out from it”, “you like speaking even not arriving to a
clear point”, “you like to confrontate”, “you are open to dabate”, “You like
arrive to consensus”...
one person is selected as the moderator and then a conversation has to start:
solve a problem, plan an activity together, etc.. the issue is not that relevant.
Each person has to act as their role indicates and the Moderator hast o apply
diverse strategies to try to arrive to a consensus, negotiate and try to provide
a final resolution after 15 minutes.
If needed the moderator can twist with another participant.
Final evaluation all together.

Why (Feedback):
All participants will assure a role but specially the moderator has to learn the
process of listening, being flexible, adapt and try to provide answer to all the
needs of the group… This situation can represent “metaphorically” a real
situation where diverse positions are confronted. If we are good
communicators we can reach our goals but at the same time provide
understanding and listening to the audience. Our audience is relevant and
we have to adapt our speech to them.
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20 mins

General balance: participants will be invited to add comments, ideas, and
analyse together the relevance of the diverse issues discussed understanding
the diverse elements of a communication process that goes together with
the words (as body language).
The facilitator can consider to take notes, post-its with the key elements to
visibilize the main ideas that all participants extracted from the module.

Reflections &
Debriefing

It is important that the facilitator lives some minutes for the “Why-feedback”
section of each activity, as it provides the real meaning of the activity/game.
All those activities make participants reflect and analyse elements as their
attitude and what else they do transmit a part from their words
It is important to consider all the capacity that a speaker has got in order to
attend and project the message to the audience, so we have to be aware of
all what we transmit in order not to be contradictory or assure the arrival of
the message.
The expectations of the audicente but also the feeling that we can transmit
with our attitude can be the key elements for an effective communication.

Duration

The total duration of the module are 2 hours, and are distributed accordingly
by each activity (timing). The facilitator can decide to give longer time to
some of the activities according to the development of them, or according to
the size of the group. But always a frame of 15 minutes should be saved in
order to make a final evaluation and conclusion.

Section summary points:
The attitude of an speaker can totally condition the result of the communication act, that’s why it is
so relevant that all elements of a communication (not just the words themselves) are planned and
conscient.
The non-verbal attitude of communication include diverse elements as the:
Vocal aspects
spatial movements
and body language, that can perfectly change the understanding or the arrival of the message
according of how the speakers is making use of them. Being aware of those elements can totally
influence in the final result of the communication act.
Being a good speaker also means being aware of the effect of our communication in the audience,
so be able to adapt or change according to our expectations. So we should also be good “readers”
of the impact and reaction of audience.
When willing to influence others or make our message arrive to the audience, it is also relevant to
have a negotiation capacity. This skills makes reference to diverse elements as:
Motivation to our goal, so we put our efforts on that
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Flexibility, to adapt our message to the reaction on the audience,
Initiative to find alternatives and solutions,
management of diversity, as we never know the exact profile of audience,
and understanding of others, as our speech may change according to who we have in front of us,
not changing our goal but maybe the words, the body language, our attitude etc.
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3. My message: context, interest and the added value
3.My message: Context, interest and the added value
Skills addressed – short theoretical overview
In the two previous subsection of this module, we have talked about the great importance of
Emotional Intelligence as a compound of skills that are needed to be attended in order to develop a
great level of effective speaking. We also talked about the importance of training one of these areas,
social skills, and how if we work on this non-verbal communication and body language stuff, we will
have essential tools to become a better and more effective communicator. Right now it’s time to
focus on the message itself.
What are we actually saying? How are we going to build our speech? Shall we just claim our truth or
do people need other ways to feel on board of what you’re saying? As we will explain in the next lines
of this text, the main point is we should be able of developing and offering arguments to our
audience. We are wrong if we think communicating is about just selling ideas. As we will see, it’s
more about giving to the audience as many arguments, as we could, meaning that we are offering a
road trip for them to walk with us to that point of view or idea that contains the fundamental goal of
the communication act.
So, now is time to build a coherent and engaging speech. When talking about this process of building
arguments and how it works we find Anthony Weston’s work “A rulebook of arguments” as one of
the most important works written about this subject (even though it was written almost 35 years
ago). In this book, Weston offers some basic rules that a communicator has to follow to become a
good speaker. So here are some of these main rules and guidelines that Weston brought us.
Weston’s tools for a good building speech
1.4.1 Short argument style.
Among the different rules and tools that Weston presents, in the very first chapter he deals with the
“Short arguments” style. When you’re giving and speech, or trying to prove your point in a meeting,
or just presenting and selling your idea or your project in a business meeting, one of your strategies
will likely be one where you are looking for a simple but effective argumentation. This strategy, of
course, will depend on the context of the communication. A short argument option will be right when
your speech is addressed to a non-expert audience. Also, it will make sense if the time you have for
your communication act is really short and also if you don’t want to be too deep about the topic you
are exposing. As Weston points out, there are some few rules that may help you with this short
argument strategy. Identify premises and conclusions, developing the ideas in a natural order or
starting from reliable premises are some of these rules.
1.4.2 Supporting examples
Another of the tools or strategies that Weston brings us is the use of generalizations. Here, Weston
highlighted the importance of not supporting our entire argument in just one example, but to try to
put all the cases we can find. Once we are using generalizations, it may become not just about cases
or examples, but maybe about statistics. When supporting arguments on statistics you should be
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careful, says Weston. This idea is particularly important if you are addressing your speech to an expert
audience. It happens that expert audience usually knows a lot of statistics about the topic you are
presenting so if in a controversial topic you try to present, in an overconfident way, your statistics
findings as if they are the definitive one, not showing a critical eye on them, the audience could feel
annoyed by your speech.
Then examples, are good options to share and complement your argument, and show visually what
you really mean with your speech.
1.4.3 Building arguments
In A bookrule of arguments Weston also presents differents ways of building an argumentation:
arguments by analogy, arguments about cause and deductive arguments are just some of them. All
these option are usable when preparing an speech or presentation. We must not forget that, as
everything else we’ve presented during this module, this strategies are skills that we can train and
improve in order to get better at our effective speaking level. It is also question of practice, testing
and analysing the best way how to construct our arguments, but especially make them valid and
potent in order to assure the validation from our audience. Again, our audience will have the last
word.
1.4.4 Contextualization
Of course, each of these tools or skills that we have presented must be always linked to the actual
scenario of the communication act, the real context. Even when the audience could be the same one,
our speech will be different if we are talking in a university class or if I’m addressing to these same
students but in an informal context like a café. All these arguments about the importance of building
a coherent and good-arguments speech will be trained in the practical dynamics that we will develop
in this module. So, it is also important to be able to evaluate which is the context and situation we are
in, in order to adapt our speech to it and specially to contextualize ourselves and our message to it.
Training delivery guidelines

Introduction

AIM: Contextualize about the relevance of constructing a powerful message
in order to build our communication strategy.

OBJECTIVES: understand the role that the “message itself” and how we
construct and define it is relevant in order to make an effective speaking. So
it is relevant first to be aware of this reality and then train and guide
participants in how to proceed and which elements should be considered to
improve each one’s communication skills.

LEARNING OUTCOMES
Understand the relevance of the construction of a good message for our
communication strategy
To learn and deal with diverse tips and actions to assure the best message
and how to argument it.
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Introduction process:
Present the aim and objective of the module
Provide a chance to introduce participants and generate group
Facilitate all the learning process
Promote the identification of expectations - and attend them

Preparation

Content: Extract content from this module (some ideas, concepts and visions
to complement theoretically)
Materials:
Ice-breaker: post-its and markers.
white panels to post in the wall and pictures of diverse characters (famous
and no famous ones)
markers and panels or a board for possible final conclusions

Implementation/
Instructions

Here is share the detailed description of activities for a 2 hours training
module. It includes the icebreaker and introduction to go forward with
specific activities and then a final break for general evaluation.

15 mins

Ice-breaker activity: In order to get to know each other, one of the
possibilities will be using visual images to represent who is each participant
of the team.
Each participant will have a template to be completed individually. It will
include the shape of a face (just the profile with details empty), and then
some bullets to be completed:
1. Draw your face (how you would character yourself)
2. Include your name and profession, organisation, etc.
3. Include 2,3 words about your expectations
4. The dream of your life

Then, each participant can introduce him/herself and then post the template
in the wall so each person can read meanwhile he or she is explaining (1 min
per person).
After few cases, a participant can make reference to coincidences with
previous participants (For example: the dream of my life is also “living in a
forest as xx wrote!).
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Why (Meaning of the activity):
This a previous exercise of communication where participants get to know a
bit from each partner and also gets this inspiring moment of potential
connections by small elements. Just an opportunity to express and define
who are we, what are we expecting, etc.

10 mins

Introduction: Provide the key elements of the module:
contextualization of the relevance of the message itself
Elements and tips for assuring a correct message
To invite participants to get the most of the training course in order to be
able to replicate later the tools.

25

Short arguments:
How:
The facilitator provides a short introduction to why it is important to have
short and direct arguments for a message
Participants are split in groups of 4-5 persons
Each group will get a topic and then will have to construct short and specific
arguments to defend and specific position
Several groups can have the same issue and then we can compare later if
they have the same arguments
The key elements will be:
you should find at least 5 arguments
they should be named in no more than 15-20 words
they have to be understandable per any person
- An example of topic can be: “Team work is a key element to be a good
entrepreneur” ... any other strong sentence can work, participants will have
to look for the arguments.
- in case there is time, the same group can work with another topic
/sentence and find also their arguments.
- Final evaluation where participants can share their opinions, impressions,
etc.

Why (feedback):
The construction of arguments has to be the first step in order to construct
an strong message. They have to be clear, direct and go to a concrete point.
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This dynamic provides, in a dynamic way, the instructions of how to proceed
and assure the building up of a concrete message, done it team work.
it 2 different groups are working the same sentence / issue it would be
interesting to contrast their arguments to check if they are the same, similar,
how it was the building process, etc.

25

The best argument - a good example:
How:
the facilitator will provide some tips about how important are the good
examples to understand specific situations.
Participants will be split in groups of 4-5 and will be provided with an issue
/topic or an argument
Participants have to search for a good and visual example that can support
the argument or idea.
Then participants will have to represent or defend their idea throw their
example. It has to be: known, or at least very innovative, or shocking, etc.
Example: Statement: “Social innovation was created to solve the same
problems/need but with different visions”. Then the example could be: “the
table football”, was created to solve a problem: after the Spanish civil war
there were lot of men that could not walk of play football before they got
damaged, so this alternative was a way to provide them with the tools to
keep on playing, even with their hands. A way how to solve a social
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challenge: new ways of spare time also to prevent situations of depression
and post-war go down”.
Participants can vote the quality of each example: if it was convincing,
illustrative, inspiring, etc.

Why (feedback):
This exercise is perfect to understand and measure the relevance of how the
examples and the promotion of visual images can be positive for supporting
our arguments and ideas. Practitioners can make use of as many examples as
possible, and complement to each other, so they can value this element as a
communication skill.

Contextualization:
How:
Split participants into groups of 4-5 participants.
there will be diverse “situations” or possible contexts (at least 1 per group
already defined)
there will be a concrete topic to discuss (it can be any topic discussed during
the previous activities or any other one)
Each group will receive randomly a paper where it is defined the “context”
where they have to defend the statement, topic or issue decided. Then, all
groups will have to talk about the same issue, and possibly with the same
arguments, but then changing the attitude, the style, etc. because of the
change of context.
Examples of context: “in a café among partners”, “in a TED Talk”,“in a
conference with high level audience”, “in a university with beginners into the
topic”... diverse examples can be defined.
After the “representations”, participants can share their vision, impressions,
their feelings about how the style can change according to the situation
/context, and what they took in consideration.

Why (Feedback):
Puting participants in the situation of identifying the diverse possible
contexts and how they can affect to the development of a communication
event or strategy is important to make potential speakers understand that
those are tips they have to consider to assure an effective speaking and
reach their audiences.
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20 mins

General balance: participants will be invited to add comments, ideas, and
analyse together the relevance of the diverse elements analysed. They can
connect those topics with the previous activities and content blocs son they
can identify how different elements are in deed part of a communication
action.

The facilitator can consider to take notes, post-its with the key elements to
visibilize the main ideas that all participants extracted from the module.
Reflections &
Debriefing

It is important that the facilitator lives some minutes for the “Why-feedback”
section of each activity, as it provides the real meaning of the activity/game.
It is important to understand by practice all the content that is provided: the
facilitator also has to find chances where to share his/her vision and a bit of
the theory described at the beginning of this module.
The facilitator should also promote the training process itself, and make
participants understand that they have to train themselves and put
themselves into situation in order to be understand and make better the
transfer of information to others.

Duration

The total duration of the module are 2 hours, and are distributed accordingly
by each activity (timing). The facilitator can decide to give longer time to
some of the activities according to the development of them, or according to
the size of the group. But always a frame of 15 minutes should be saved in
order to make a final evaluation and conclusion.

Section summary points:
The construction of our message is also a relevant process before developing a communication act,
it has to be conscient and include lot of arguments,
In the process of construction our message, short and direct arguments should be identify and be
aware of the diverse potential target we can have in front of us as speakers (no all arguments are
good enough for any audience)
Another strategy to support our message or position are also examples, it is relevant to find as
many examples as possible for assuring the understanding of what we are explaining, even better
than providing statistics,
The process of building arguments has to be conscient, concrete and be shown in a very clear
manner so anyone can understand and “read” our message in a logical framework,
Finally, it is als important to consider the relevance of the context where our communication act is
taking place, so there are differences if our communication speech is being shared in a conference
or in a café, with friends or with professionals of the sector. If we want to be good speakers we
should be ready to adapt our message, our arguments to any possible context and audience.
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Then message as a whole, is not just the words that we want to transfer, but has lot to do with all
the supporting information that can make the idea bright.

Further reading
1

The official TED Guide for public speaking (Chris Anderson)

https://www.ted.com/read/ted-talks-the-official-ted-guide-to-public-speaking
2

A pocket guide to public speaking

https://www.pdfdrive.com/a-pocket-guide-to-public-speaking-e33408662.html
3

Successful public speaking

https://www.isbtweb.org/fileadmin/user_upload/successful-public-speaking.pdf
4

The Importance of Effective Listening Skills: Implications for the Workplace and Dealing with
Difficult People

https://digitalcommons.usm.maine.edu/cgi/viewcontent.cgi?article=1011&context=etd
5

How to speak so that people want to listen
https://www.youtube.com/watch?v=eIho2S0ZahI

6

Effective Public Speaking a conceptual framework in the corporate-communication field

https://dialnet.unirioja.es/servlet/articulo?codigo=5453855
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Assignments and exercises
Subsection 1:
Skills that will be worked: Emotional Intelligence
Tasks:
Watch the video on the following link: https://www.youtube.com/watch?v=D56SMkhhhMA
Take two or three minutes of your time to write about how you feel about the video (Are you
scared? Worried? Stressed? Happy? Angried? Outstraged? You feel like it is a situation you would
like to change?Are you tired of this kind of video?)
Make a video (between 1 to 3 minutes duration) of yourself reacting to the video. In this reaction
you can just describe what you’ve just seen or you can claim for a social reaction. You can also
propose a solution or try to explain what the video shows. The important thing of your video is that
you try to capture what previously you had realized you were feeling.
Send the video and the notes about how you felt to the dynamizer
After the activity:
Do you think you have capture in the video all the feelings you identified you had?
Do you think it’s important to learn about how we express our feeling when we are sending a
message?
Subsection 2:
Skills that will be worked: Non-verbal communication (being a body language reader)
Tasks:
Watch the following video:

https://www.youtube.com/watch?v=kJITX3V8cYU
What could you say about the body language of the protagonist of the video? Write a short text
(not more than a page) explaining why do you think it's important to be aware of your body
language and developing the capability of reading other's body language too.
After the activity:
Try to be conscious about your body language and also about the other’s body language in order to
avoid inappropriate or uncomfortable situation.
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Subsection 3:
Skills that will be worked: The message itself: what makes a speech a powerful one?
Watch the following video:

https://www.youtube.com/watch?v=l1B97eZptfA
Write a short issue (1 page) about the video, pointing out which aspects of Weston’s tools for a
good building speech do you identify in the short speeches of the video.
Send a video (max. 1 minute) of yourself making a powerful speech about a social need you feel it’s
urgent to take attention.
After the activity:
Try to remember the Weston’s tools when you need to make a speech

Multiple choice test
Suggested length: ca 2 pages
Question 1: An effective speaking can be based of the Emotional Intelligence (EI) as an strategy to
make our message reach our target or audiences. The EI includes 4 specific skills that an speaker
has to consider and be trained on, these four specific skills are:
Answer 1 → a)

Good tone of voice, correct grammar, proper dress, knowing a lot
about the topic.

Answer 2 → b)

Looking good, always being close to the people who are listening,
making jokes, try to be funny.

Answer 3 → c)

Self-awareness, self-regulation-internal motivation and empathy,
social skills

Answer 4 → d)

Social skills, body language, looking good, knowing a lot of the
topic

Answer 5 → e)

Show how much you know, speaking a bit louder than the others,
being aggressive about what you are saying because you know you
are right, don’t let others interrump you.

Correct answer(s)

C)

Question 2: Which of the following sentences is incorrect?
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Answer 1 → a)

You need to be aware of your body language

Answer 2 → b)

The most important thing when communicating is the message
itself

Answer 3 → c)

You need to adapt your message to your audience

Answer 4 → d)

It is important how you use your non-verbal communication skills

Answer 5 → e)

Short arguments are one of the Weston’s tools for a good building
speech

Correct answer(s)

B)

Question 3: Which one of the following option it’s not important to build a better speech?

Answer 1 → a)

Speaking loud in order to transmit self-confidence

Answer 2 → b)

Short arguments

Answer 3 → c)

Giving examples

Answer 4 → d)

Asking for feedback from the audience

Answer 5 → e)

Remarking the important ideas of your speech

Correct answer(s)

A)

Question 4: Which of the following aspects we have not to be aware in order to adapt our message
to our audience?
Answer 1 → a)

Our audience is kids between 10 and 12 years

Answer 2 → b)

Our audience is just women

Answer 3 → c)

Our audience is just black people

Answer 4 → d)

Our audience is college people

Answer 5 → e)

We need to be aware of all kind of situation and aspects in order
to adapt our speech to our audience

Correct answer(s)

E)

Question 5: When communicating, giving examples is always...
Answer 1 → a)

A way of ensuring that people are understanding what you say

Answer 2 → b)

A way of showing how much you know about a topic

Answer 3 → c)

A way of making a longer speech
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Answer 4 → d)

A way of distracting people when they are tired

Answer 5 → e)

Usually is not good giving examples when you are communicating

Correct answer(s)

A)
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Glossary
Emotional
Intelligence

Emotional intelligence refers to the ability to identify and manage one's own
emotions, as well as the emotions of others.

Empathy

The ability to sense other people's emotions, coupled with the ability to
imagine what someone else might be thinking or feeling

Self-awareness

good knowledge and judgment about yourself

Self-regulation

It involves controlling one's behavior, emotions, and thoughts in the pursuit
of long-term goals
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Internal
motivation

Describes the engagement in or attraction to an activity for the sake of
enacting the activity, such that there is no known external incentive for said
activity

Social skills

Social skills are the skills we use to communicate and interact with each
other, both verbally and non-verbally, through gestures, body language and
our personal appearance.
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