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How To… Speech/ Question of Value or Fact 
 

Student's Name:  
R110 Section No: 22405 
Date: 9/26/18 
Instructor's Name: Amanda Gaddis 
 
Title of Speech: Listening 
 
Thesis Statement: Today, I will explain how to listen effectively by making eye contact, cultivating empathy 
within yourself, and being present in conversations. 
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INTRODUCTION 

I. Imagine you’re leaving your favorite pet home and you’re trying to 

explain to the pet sitter the specifics for taking care of your beloved 

animal and they pull out their phone. 

II.  We’ve all had moments where we just wanted someone to listen, 

whether for our own sake or for someone we care about.  

III.  I have wished people would listen many times myself, but realized that I 

was pretty inattentive as well. I have spent years analyzing how to listen 

better from my own observations and from comments from expert 

listeners. 

IV.  Today, I will explain how to listen effectively by making eye contact, 

cultivating empathy within yourself, and being present in conversations.  
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BODY 
I. First off, the times where I have felt most heard was when the person I 

am talking to makes eye contact. 

A.  An article from Michigan State University highlights frequent 

mistakes many people fall into when making eye contact. I will 

highlight three solutions they listed. 

1.  The 50/70 rule says that when you’re speaking, you should make 

eye contact 50% of the time and when you’re listening, you 

should make eye contact 70% of the time. Because it can be 

difficult to gauge the percentages in a conversation, an easier 

method is to make eye contact for 4-5 seconds before looking off 

to the side. Then you can reestablish eye contact for another 4-5 

seconds. 

2.  Where you look when you aren’t making eye contact is 

important. Especially in an interview, it is important to look 

confident. By glancing to the side instead of down, you will be 

perceived as more confident. Also looking away slowly will 

make you seem less nervous while darting your eyes can make 

you seem shy. 

actions, line 
them up with 
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text in the 
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Transition Now that you know why eye contact is crucial and how to execute it, let’s 
talk about empathy.  
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II.  Empathy is feeling what someone else feels to as much of your ability as 

you can. 

A.  I want all of you to get out a piece of paper. Just something with 

enough room for you to jot down a couple thoughts. Imagine you are 

talking to a friend and they say, “Man, I’m really stressed about 

finals.” Write down what you say to them. Now if you can turn the 

Wait about 
thirty seconds 
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Sub-Point 

paper over. Imagine you’re stressed about finals and you’ve just told 

a friend how stressed you are. Write what you would want to hear 

from them. 

B.  Once you put yourself in the speaker’s shoes, you get a better picture 

for what they feel. Sometimes, we just want to solve whatever 

problem a speaker presents to us, but sometimes the best thing you 

can do is just feel what they’re feeling. And, if you’re disappointed in 

yourself because you tried to solve your friend’s problem in the first 

exercise or in a previous situation, I can see how that would be 

disappointing and I’m here for you. 

Transition Now that I’ve told you about empathizing, I’ll tell you how to be present in a 
conversation.  
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III.  Being present in a conversation means that you are focused mostly on 

the speaker and what they are saying. 

A.  Being present is difficult, especially when you’re thinking of other 

things that either you need or want to do. With technology and cell 

phones, it’s especially hard because it’s as though another person can 

come up and tap you on the shoulder at any moment. We have to tell 

our phones, “I’m busy talking with someone right now. I can talk to 

you later.”   

B. Another aspect of being present is acknowledging what the speaker is 

saying. This doesn’t mean passively saying “uh huh” every so often. 

If you’re actually following what they’re saying, you can agree with 

them if they hold the same opinion or are feeling the same way you 

do.  

C. If they’re explaining something, you can acknowledge that you’re 

understanding and conversely acknowledge if you’re not 
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 understanding by asking a question for clarification. If someone is 

telling you a story, put yourself into it. Imagine you are a by stander 

of the story. If they give a long list of names or try to show you 

pictures and name everyone in them, remember the pictures you have 

of your own family or friends and how many you could name. Try to 

recognize the parallels between your life and theirs. Doing this will 

help you respond better both verbally and non-verbally. 
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CONCLUSION 

I. In closing, listening takes practice, but by following the steps mentioned, 

making eye contact, cultivating empathy within yourself, and being 

present in conversations, you can improve. 

II.  As you improve, others around you may notice and be inspired to be 

better listeners themselves. It would be beneficial to have more listeners 

in the world. 
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