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A

Ability, biased language and, 69
Abstract meaning, 60, 61
Accountability, of Web sites, 282, 283
Accuracy

perceptual, enhancement of, 48–51
of web sites, 282, 283

Accusatory language, 70
Action, 385–387

taking, to solve problems, 246–247
words and, 62

Action orientation, of effective team members,
210

Active listeners, 118–119
Active strategies, 162, 163
Adapt/adaptation

definition of, 22–23
of ideas to people, 387–389
of messages to others, 148. See also

Interpersonal communication
delivering your presentation and, 328
diverse audiences and, 290
strategies for, 150
who are different from you, 143–149
in other-oriented communication, 147–148
of people to ideas, 387–389

Adaptors, 87– 88 
Adult learning principles, for informative pre-

sentations, 359–360
Advanced search, 282, 283
Affect displays, 87, 88
Affection, 161
Age, biased language and, 68
Agenda

definition of, 253
organizing, 254–255
sample, 254–255
useful, 256

Aggressive communication, in interpersonal
conflict, 194–195

Aggressor, 215
Alban, Dan, 418-420
All-channel network, 221
Alliteration, 325
Allness, 64–65
AltaVista, 282
Altman, Irwin, 169
Ambiguity

of nonverbal communication, 83–84, 85, 95
tolerating, 145
American Association of University Women,

39
Analogy, 288, 289, 378
Analysis paralysis, 245
Andersen, Peter, 98
Animals, using in presentations, 339

Antithesis, 324, 325
Appeals to invitation, 88
Appeal to misplaced authority, 380–381
Appearance, nonverbal communication and,

85–86, 96, 331
Appraisal interview, 397
Appropriateness, in self-disclosure, 167
Arousal, 97–98, 99
Articulation, 330, 331
Artifacts, 86, 87
Asian speakers, message organization of, 301
Assertive communication, in interpersonal con-

flict, 194–195
Assessment, communication, 23
Attending, 105, 106
Attention

in motivated sequence, 384
in perception process, 46, 47, 48
shifting, 112, 113

Attitude
definition of, 33, 373
nonverbal communication of, 79
self-concept and, 32, 33

Attraction, 157–158
Audience

diversity, adapting to, 290, 328
focusing on, to lessen anxiety, 271
getting attention of, 305
interests of, relating to, 355–356
motivating to respond, 307
motive for listening to speaker, 306, 356–357
neutral, 387–388, 389
passing presentation aids to, 338
receptive, 387, 389
topic selection and, 273
unreceptive, 388, 389

Audience-centered presentational speakers, 269
Audience-centered purpose, 278
Audio CDs, 335–336
Audiotapes, 335–336
Authoritarian leaders, 248–249
Awareness. See also Self-awareness

increasing, 49
of job skills/abilities, 404–405
of your communication, 20

B

Back-channel cues, 92, 93
“Bafflegab,” 72, 73
Baker, Sidney, 93
Bandwagon fallacy, 380
Bar graph, 334–335
Barlow, Jim, 62 
Barnlund, Dean, 16–17
Barriers

to communication, 140–143

to listening, 108–114
Behavioral change, willingness for, 192
Beliefs, 32, 33, 374, 375
Biased language

ability and, 69
age and, 68
confronting, 64–69, 74
gender and, 66–68
socioeconomic class and, 69

Biases, in interviews, 412
Black English, 64
Bodenhausen, Galen, 51
Blocker, 215
Body language, 84
Body movements, 86–88, 96
Body of interview, 399–403
Boolean search, 282, 283
Boom microphone, 329
Brainstorming, 241–242
Braithwaite, Charles, 93
Brehm, Sharon, 159
Brevity, of response, 118
Buddhism, moral code of, 8
Burgoon, Judee, 83
Bypassing, 59

C

Cadence, 324, 325
Call number, 283
Card catalogs, 283, 284
Carnegie, Dale, 181
Causal reasoning, 379–380
Cause-and-effect organization

of main ideas, 300, 301
for persuasive message, 383–384, 386

CD-ROMs, 335
Central ideas. See Ideas, main, central or key
Centralized power cultures, 134, 135, 136
Certainty avoidance cultural value, 134–135,

136
Chain network, 221
Channel, 12, 13, 14
Chaplin,William, 80
Charisma, 377
Charts, 335
Children, using in presentations, 339
Christianity, moral code of, 8
Chronological organization, 280, 298, 299
Classification, 287
Clinton, President Bill, 18, 69
Clique, 221
Closed questions, 400, 401
“Close talker,” 83
Closure, 47, 307–308
Clothing, nonverbal communication from,

85–86
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Co-culture, 63, 131, 144
Coercion, 368–369
Coercive power, 219
Cognitive dissonance, 370, 371
Cohesiveness, 219–220
Colleagues, importance of, 183–185
Collectivism, 225–227
Collectivistic cultures, 135, 136, 191
Communication. See also specific aspects of

communication
as action, 11–12
animal, 5
assessment of, 23
barriers, bridging differences/adapting to

others, 140–143
characteristics of, 15–18, 26
competence, 5–8, 20
complexity of, 16–17
core principles, 56
definition of, 4–5
ethical, 6–8
gender-based approaches, 139–140
impersonal, 23, 24
importance of, 8–10
intentional, 5, 6
as interaction, 12–13
interaction patterns, 220–222
interpersonal. See Interpersonal 

communication
irreversibility of, 16
messages. See Messages
other-oriented, 5, 22
with others, self-concept development and,

35–36
pervasiveness of, 4, 5, 15–16
principles of, 4, 18–23, 26
rules of, 18, 19
situations for, 23–25
studying, reasons for, 8–10
as transaction, 13–15
unethical, 7
unintentional, 5

Communication models, 11–15
Communication networks, 221
Communication Principles for a Lifetime

Model, 18–23
adapting. See Adapt/adaptation
awareness. See Awareness; Self-awareness
listening. See Listening
nonverbal communication. See Nonverbal

communication
responding. See Responding
verbal message use/interpretation, 20–21. See

also Language
Communication skill attainment, 30
Communication time, use of, 104
Communicators. See also Speakers

effective, 104, 128–129, 149
rewarding, 83
self-absorbed, 165

Competence, communication
conscious, 30–31
credibility and, 376
criteria for, 5–8
unconscious, 30

Complementarity, interpersonal attraction and,
160–161

Complementary relationships, 193
Complementing conversation, with nonverbal

cues, 81
Complexity, 299
Compliments, giving and receiving, 165–166
Compromiser role, 215

Computer-generated presentation aids,
336–337

Computers, empathic listening and, 122
Computing, as conflict response, 196
Concentration, listening and, 109
Conclusion

of interview, 403
of speech, 306–308

Concrete meaning, 60, 61
Concrete words, 321, 323
Conditional language, 72
Conflict, interpersonal, 189–201

aggressive communication and, 194–195
assertive communication and, 194–195
constructive, 190–192
culture and, 191
destructive, 192
group/team, 223
management

of emotions during, 197–199
of goals during, 200
of information during, 199
of problem, 200–201

management skills, 197–201
management styles, 195–197
power and, 192–193

Confrontational style, for conflict management,
196

Connotative meaning, 59
Consensus, 243–244
Constructive conflict, 190–192
Consumers, of persuasive messages, 381
Content, of communication messages, 17–18
Content dimension, 139
Context

cultural, 132
definition of, 13, 14

Context barriers, to listening, 112–114
Contradiction, from nonverbal cues, 81
Control, 161
Conversation, nonverbal regulation of, 81
Conversational narcissism, 165
Cooley, Charles Horton, 36
Cooperation, constructive conflict and, 192
Cooperative style, for conflict management,

197
Coordination, of team efforts, 209
Coordinator role, 214
Correct words, 322, 323
Courtship readiness, 87
Covey, Stephen, 30, 44, 199
Credibility, establishing, 306, 376–377
Criteria, 240, 241
Criticism, 110–111, 113
Cultural context, 132
Cultural diversity, 129, 130
Cultural values, 133–134
Culture

communication and, 129–132, 149
conflict and, 191
definition of, 61, 131
differences, in organizational patterns,

301
emotional expression and, 171
feminine, 133, 136
gender importance in, 137–139
high-contact, 227–228
high-context, 132, 133
low-contact, 227–228
low-context, 133
masculine, 133, 136
shaping/relfecting, 62–63
superiority, assumption of, 141

Culture-bound nature, of nonverbal communi-
cation, 82, 85

Culture shock, 131
Cyber-connecting, 160, 162
Cyberspace. See also Internet

listening and silence in, 92
self-disclosure in, 168

D

Darwin, Charles, 87
Date, of Web sites, 283
Decentering, 114, 115, 146
Decentralized power cultures, 134, 135, 136
Declarative sentence, 278–279
Decoding, 11, 14, 20
Deductive reasoning, 378–379
Deep-breathing techniques, 272 
De-escalation, relationship, 187–189
Defensive communication, 70, 71
Defensiveness, 72–73
Definitions, as supporting material, 287–288
De-intensification stage, 188, 189
Delivery

adapting to diverse audience, 328
methods of, 318–321
nonverbal, 325–331, 341
of speech presentation, 340–341
verbal, 321–325, 341

Delivery cues, 313
Delivery outline, 311–314
Democratic leader, 249
Denotative meaning, 59
Derived credibility, 377
Description

in responding, 118
as supporting material, 286–287

Destructive conflict, 192, 193
Dialect, 330, 331
Directories,World Wide Web, 281, 282
Direct perception checking, 50–51
Distance learning, virtual groups and, 211
Distraction

as conflict response, 196
by passing presentation aids to audience, 338

Diversity
cultural, 129
in groups/teams, 225–228

Dominance, 97, 98, 99
Dominator, 216
Drama, 324, 325
Drawings, as presentation aids, 333
Duck, Steve, 188
DVDs, 335
Dyad, 24, 25
Dynamism, 377

E

Ebonics, 64
E-brainstorming, 243
Either-or fallacy, 380
Ekman, Paul, 85, 86, 89
Elaborator role, 214
Electronic card catalogs, 284
E-mail, etiquette, 62
Emblems, 86, 87, 88
Emergence, in group interaction, 223
Emotion

conveying electronically, 90
expressing, 171–172
managing, during conflict, 199–200
nonverbal communication of, 79
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Emotion (continued)
paraphrasing, 121–122
of partner, trying to understand, 119–120
in supporting persuasive presentations,

381–382
Emotional health improvement, communica-

tion and, 10
Emotional information, from nonverbal com-

munication, 115
Emotional Intelligence (Goleman), 110
Emotional noise, 109–110, 113
Emotion expresser role, 215
Empathy

listening and, 116
in other-oriented communication, 146–147
in responding, 119–123
in supportive relationships, 71–72

Employability, communication and, 8–9
Employer, needs, identification of, 405–406
Encoding, 11, 14, 20
Encourager role, 215
Enjoyment, listening for, 116
Environment, nonverbal communication and,

92–93, 96
Equality, in interpersonal relationships, 72–73
E-resumés, 409
Escalation, relationship, 186–187
Ethics, definition of, 6–7
Ethnicity

biased language and, 64–65
composition of U.S. population, 130

Ethnocentrism, 141, 328
Ethos, 376–377
Evaluation, listening for, 116
Evaluator/critic role, 214
Events, informative presentations about, 351
Evidence, in supporting persuasive 

presentation, 378
Exclusive (sexist) language, 66, 67
Expectancy violations model, 83
Experience

creating/labeling of, 61
effective team members and, 209
in public speaking, 272
topic selection and, 273–274

Expert power, 218–219
Expert testimony, 289
Explanations, as supporting material, 286–287
Exploration stage, 186, 187
Expressing, emotions, 171–172
Expressive orientation, 139
Extemporaneous speaking, 320–321
Eye contact

delivery and, 325–326
in groups/teams, 252
in listening, 115
as nonverbal communication, 88–89, 96
using presentation aids and, 338

F

Facial expressions, 89, 96, 329
Fact, propositions of, 375, 376
Family

cohesiveness, 183
enhancing relationships in, 182–183
importance of, 182–183

Family communication, 10
Fast, Julius, 84
Feedback, 13, 14
Feelings. See Emotion
Feingold,Alan, 169
Females, communication approaches, 139–140

Feminine cultural values, 133–134, 136
Fighting, in relationships. See Conflict,

interpersonal
Figurative analogy, 288, 289
Figurative language, 323, 325
Fine, Jeffrey, 168
Final summaries, 304, 305
First conversations, initiation of, 163–164
Fisher, Roger, 200
Flexibility

in dealing with others, 72
in relationships, 192

Focus group, 212, 213
Follower role, 215
Force field analysis technique, 240–241
Friendships

communication and, 10
enhancing, 181–182
importance of, 180–182
keeping up with, 183

Friesen,Wallace, 85, 86, 89
Full-text databases, 284–285
Functional approach, 234–235
Functional leadership, 247–248
Funnel sequence, 401

G

Gang language, 63
Gatekeeper role, 215
Gatekeeping skills, 255
Gender

communication and, 137–140, 150
definition of, 39
differences, 129
in groups/teams, 252
in nonverbal communication, 87–88, 139
in self-esteem, 40
team communication and, 226
emotional expression and, 171–172
importance in culture, 137–139
listening and, 107
self-disclosure and, 167, 168–169
self-esteem and, 38–39
superiority, assumption of, 141

Gender issues, 138
Gender roles, self-concept development and,

36–37
Generalizations, stereotypes, 49–50
General purpose, for speech, 276, 277
Generic language, 66, 67
Genuineness, 71
Gestures

categories of, 86–88
delivery and, 326
in groups/teams, 252
in nonverbal communication, 86

Gibb, Jack, 70
Goals, for group/team meetings, 253
Golden Rule, 7
Goleman, Daniel, 119, 275
Google, 282
Government documents, 285
Graphs, as presentation aids, 334–335
Gray, John, 138
Group associations, self-concept development

and, 36
Group communication, 24–25
Group deviate, 221
Group meetings

agendas for, 253–256
effective, suggestions for, 256–257
enhancing, 252–258

goals, 253
interaction, management of, 255–258
structure, 257

Group members
effective, 234–237
influence on others, 208
number of, 207
power of, 218–219

Group observer role, 215
Group projects, 206
Groups

cohesiveness, 219–220
communication interaction patterns, 220–222
definition of, 206–208
development phases, 222–225
diversity in, 225–228
dynamics of, 213–222
goals, clear elevating, 235
ideas, evaluation of, 236
information gathering, 235–236
meetings of. See Group meetings
members of. See Group members
norms, 217
opinion development, 236
performance of, 234–237. See also Teams
phases, natural process of, 224–225
problem-solving structure, 237–247
purpose, 207
roles in, 213–216
rules for, 216, 217
sense of belonging to, 207–208
status in, 217–218
types of, 211–212
vs. teams, 210

Groupthink, 244–245
Gunny-sacking, 198, 199

H

Hall, Edward T., 94–95
Handouts, 339
Handshake index, 80
Haptics, 90, 91
Hard evidence, 302, 303
Harmonizer role, 215
Harvey, John, 167
Hasty generalization, 380
Hearing, 105
Helical model of communication, 16
“The Helinx Process” (Robin), 416–417
Help seeker, 216
Hersey and Blanchard’s Situational Leadership

Model, 250, 251
Heterosexist language, 66, 67
Hierarchy of needs, 371
High-contact culture, 227
High-context culture, 132, 133
Hinduism, moral code of, 8
Hocker, Joyce, 192
Holmes, Janet, 166
Homophobic language, 66, 67
Horney, Karen, 32
Human communication process. See also

specific aspects of
components of, 11–15
definition of, 5
fundamental principles of, 105
models of, 11–15
pervasiveness of, 4, 5

Humor, informative presentations and, 358–359
Hyperlink, 282, 283
Hypothetical illustrations, 286, 287
Hypothetical questions, 400,401
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I

Ideas
adapting people to, 387–389
adapting to people, 387–389
informative presentations about, 351–352
main, central or key

developing, 277–279
as persuasive proposition, 375–376
previewing, 306
reemphasizing, 306–307
reinforcing nonverbally, 360
reinforcing verbally, 360
for speech, 279–280, 298–301

“I” language, 199, 256, 257
Illustrations, as supporting material, 286, 287
Illustrators, 86–87, 88, 89
Immediacy, 97, 99, 161
Impersonal communication, 23, 24
Impromptu speaking, 319–320, 321
Inclusion, 161
Inclusive (nonsexist) language, 67–68
Incompetence

conscious, 30
unconscious, 30

Indirect perception checking, 50, 51
Individualism, 134, 135, 225
Individualistic cultures, 134, 135–137, 191
Individualization stage, 188, 189
Individual roles, 213, 215–216
Inductive reasoning, 378, 379
Infante, Dominic, 194, 195
Inflection, 330, 331
Inform, 348, 349
Information

management during interpersonal conflict, 200
relating new to old, 354
on resumé, 404–405
seeking, 144

Information gathering, group, 235–236
Information-gathering interview, 410–413

biases/prejudices in, 412
interviewee behavior for, 412
listening in, 411, 412
preparation for, 410
questions, asking appropriate, 413
recording information in, 411
responding in, 411
sensitive content in, 412

Information giver role, 214
Information overload, 111, 113
Information-processing barriers, to listening,

111–113
Information-processing rate, 111, 113
Information seeker role, 214
Informative presentations, 348–365

clarity of, 353–354
information in

pacing flow of, 354
relating new to old, 354

making interesting, 355–359
memorable, strategies for, 359–360
sample, 361–362
topics

events, 351
ideas, 351–352
objects, 349
people, 350–351
procedures, 349–350

types of, 348–353
Informative speech, sample, 416–417
Infoseek, 282
InfoTrac, 284

Initial credibility, 377
Initial preview, 303
Initiating relationships, 157–166
Initiation stage, 186, 187
Initiator/contributor role, 214
Instrumental orientation, 139
Intensification stage, 186, 187
Interaction, in group problem-solving, 238–239
Interactive strategies, 162–163
Intercultural communication, 131
Interest/interests

listeners’, relating to, 355–356
presentation aids with, 358–359
topic selection and, 273–274

Interlibrary loan, 285
Internal preview, 303
Internal summaries, 304, 305
Internet

as source for supporting material, 281–283
speech topic selection and, 274

Interpersonal attraction
communicating, 161
elements of, 157–161

Interpersonal communication, 154–173
conflict in. See Conflict, interpersonal
definition of, 23, 24, 154–155, 157
first words, 163–164
getting first conversations going, 161
irreversibility of, 16
for maintaining relationships, 166–172
mutual influence and, 156, 157
quality and, 155, 157
simultaneous communication and, 155–156,

157
Interpersonal power, 192–193
Interpreter, use of, 354
Interviewee, positive traits, 410–411
Interviewer, responsibilities of, 411–413
Interviews

body, 399–403
closing, 403
definition of, 397
follow-up, 410
information-gathering. See Information-

gathering interviews
nature of, 397–398
opening, 399
persuasion, 398–399
principles of, 415
process, 399–403, 406
structure, 398–403

body, 399–403
conclusion, 403
opening, 399

types of, 397–398
Intimacy

emotional expression and, 171–172
self-disclosure and, 167, 168–169

Intimacy stage, of relationship, 186, 187
Intimate space, 94, 95
Intrapersonal communication, 19, 20
Introduction, for speech, 305–306

purpose of, 297
Inversion, 324, 325
Inverted funnel sequence, 401–402
Islam, moral code of, 8

J

James,William, 33, 34, 35
Job interview

conduct during, 406
definition of, 398, 399, 405

follow-up, 410
identifying employer needs, 405–406
questions for, 406,407

Job skills/abilities, awareness of, 404–405
Johari Window, 170–171
Joker, 216
Jourard, Sidney, 166, 171
Journalist’s Six Questions Method, 239–240 
Judaism, moral code of, 7
Judeo-Christian ethical principles, 7

K

Keltner, Sam, 189, 190
Key ideas. See Ideas, main, central or key
Killer inch, 245
Kinesics, 86, 87
Knapp, Mark, 187

L

Laissez-faire leader, 249
Language

accusatory, 70
biased. See Biased language
bias in, 64–69
body, 84
choice of, 57
conditional, 72
definition of, 20, 21
differences within U.S., 58
exclusive (sexist), 66, 67
figurative, 323
focus on, 57
gang, 63
generic, 66, 67
heterosexist, 66, 67
homophobic, 66, 67
“I,” 19, 256, 257
inclusive (nonsexist), 67–68
nature of, 58–61
sexual orientation and, 68

Lasswell, Harold, 11
Lavaliere microphone, 329
Lay testimony, 289
Leadership

communication and, 8
definition of, 246, 257–258
functional approach, 247–248
situational approach, 250, 251
styles, 248–249
trait approach, 246, 247
transformational approach, 250–251

Learning
experience, interpersonal conflict as, 192
listening for, 116

Legitimate power, 218, 219
LEXIS/NEXIS, 285
Library, as source for supporting material,

283–285
Library of Congress classification system, 283
Lieberman, Devorah, 63
Life Online: Researching Real Experience in Virtual

Space (Markham), 34
Life stages, friendships in, 180–181
Line graph, 334–335
“Listen” (poem), 123
Listening, 104–124

active, 118–119
activities in, 105–108
asking questions and, 144
barriers, 108–114

contextual, 112–114
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Listening (continued)
information-processing, 111–112
self-barriers, 108–111

in cyberspace, 92
definition of, 21–22
to empathize, 116
with empathy, 122
to evaluate, 116
eye contact and, 115
in friendships, 182
gender and, 107
goals, identifying, 115–116
during interpersonal conflict, 200
to interview questions, 406, 411
in interview situations, 406, 411, 412
to learn, 116
motivation for audience, 356–357
practicing, with difficult material, 117
self-barriers to, 113
skills, 114–117, 122
for speech topic ideas, 274–276
styles, East vs. West, 121

Literal analogy, 288, 289
Literal quotations, 289
Logical divisions, of main idea, 279–280
Logical fallacy, 380
Logos, 376, 378–381
Long-term maintenance attraction, 158, 160
Low-contact culture, 227
Low-context culture, 133
Lycos, 282

M

Main ideas. See Ideas, main, central or key
Males, communication approaches, 139–140
Management, of problem, during conflict,

197–198
Manipulative behavior, 71
Manuscript speaking, 318–319
Maps, as presentation aids, 333
Markham,Annette, 34
Masculine cultural values, 133–134, 136
Maslow,Abraham, 30, 371
Maslow’s hierarchy of needs, 371
Matching hypothesis, 159
Material self, 33–34
McConnell, John H., 9
McGraw, Phil, 190
Mead, George Herbert, 36
Meaning

abstract, 60, 61
concrete, 60, 61
connotative, 59
definition of, 59
denotative, 59

Mediation programs,Web sites for, 198
Mehrabian,Albert, 79, 96, 97, 98, 100
Memorized speaking, 319
Messages

adapting to others, 22–23, 128–129
clarity, 6
common understanding of, 6
competing, turning off, 114, 115
content of, 17–18
creation of, 13–15
decoding, 20
definition of, 12, 13, 14
details, linking to major ideas, 116–117
encoding, 20
ethical, 6–8
exchange of, 12–13
focusing on, to lessen anxiety, 271–272

mentally summarizing, 116
misinterpretation of, 17
nonverbal

believability of, 80
use/interpretation of, 21

organizing, cultural messages in, 301
persuasive. See Persuasive message
purpose, achievement of, 6
relationship of, 17–18
transfer of, 11–12

Metadiscussion, 255
Metaphor, 323, 325
Microphones, 329–330
Mindfulness, developing, 145
Mintzberg, Harvey, 194
Models, as presentation aids, 332–333
Monochronic, 226, 227
Motivated sequence, 384–386
Motivation

audience, psychology of persuasion and,
369–372

for audience to listen, 356–357
for audience to respond, 307
with dissonance, 370
with fear appeals, 371–372
with needs, 370–371
with positive appeals, 372

Movement
categories of, 86–88
definition of, 327

Mutual influence, interpersonal communication
and, 156

N

Name-calling, during interpersonal conflict, 199
National Association for Self-Esteem (NASE),

38
National Communication Association (NCA),

7, 10
National Forum on People’s Differences, 65
Nationality, biased language and, 64–65
Needs

hierarchy of, 371
in motivated sequence, 384–385

Negative visualization, 385
Negativity, minimizing/ignoring, 43–44
Newspaper indexes, 285
Newspapers, 285
Noise

definition of, 12, 13, 14
as listening barrier, 113–114

Nominal group technique, 241–242
Nonconfrontational style, for conflict manage-

ment, 196
Non sequitur, 380, 381
Nonsexist language, 67–68
Nonverbal communication

accurate interpretation of, 96–99
ambiguous nature of, 83–84
believability of, 80
codes of, 85–96
continuous nature of, 84
culture-bound nature of, 82
definition of, 78–79, 99–100
emotional information from, 115
of feelings/attitudes, 79
focusing on, reasons for, 79–82
functions of, 81–82
in groups/teams, 252
during interpersonal conflict, 199
multichanneled nature of, 84
nature of, 82–85

nonlinguistic nature of, 84
rule-governed nature of, 83
successful relationships and, 80–81

Nonverbal delivery, 325–331
Nonverbal messages, use/interpretation of, 21
Nonverbal transitions, 304, 305
Norms, 217
Nouwen, Henri J.M., 147
Numbering, of outlines, 309

O

Objective self-awareness, 30, 31
Objectivity, of web sites, 283
Objects

informative presentations about, 349
as presentation aids, 332

Omission, 324, 325
Opening, of interview, 399
Openness, of effective team members, 209
Open questions, 399
Operational definition, 287–288
Opinion giver role, 214
Opinions

developing, 236
as supporting material, 289

Opinion seeker role, 214
Organization

in perception process, 47, 48
of persuasive message, 382–387

Orientation, group/team, 222–223
Orienter role, 214
Other-oriented communication, 22, 145–149
Outline, 308–314

preparation, sample of, 310–311
preparation of, 308–311
software for, 308
for speech presentation, 340
standard format for, 308–313

Overstatment, emotional, during interpersonal
conflict, 199

P

Pacing, of information flow for speech, 354
Paralanguage (vocalics), 91–92
Parallelism, 324, 325
Parallel relationships, 193
Paraphrasing

of content, 120–121
of emotions, 121–122

Passive strategies, 162, 163
Pathos, 376, 381–382
People

adapting ideas to, 387–389
adapting to ideas, 387–389
informative presentations about, 350–351
as sources for supporting material, 281

Perception
accuracy, enhancement of, 48–51
checking, 50–51, 84, 85
process

attention/selection and, 46, 47, 48
definition of, 45–48
interpretation, 47–48
organization, 47, 48

Performance visualization, 273
Periodical indexes, 284–285
Periodicals, 284–285
Personal attacks, 199, 380
Personal space

in groups/teams, 252
nonverbal communication and, 94, 95, 96
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Personal space (continued)
usage, differences in, 227–228

Personification, 323, 325
Persuasion

definition of, 368–369
interview, 398, 399
psychology of, 369–372
rhetoric and, 25

Persuasive message, organizing, 382–387
Persuasive speech

central idea, development of, 375–376
purpose, identifying, 373–374
sample, 389–391, 418–419
supporting

with credibility, 376–377
with emotion, 381–382
with evidence and reasoning, 378–381

topic, selecting/narrowing topic of, 372–373
Photographs, as presentation aids, 333
Physical attraction, in relationships, 158–159,

160
Physical delivery, 326, 327
Physical environment, nonverbal communica-

tion from, 93–94, 96
Physical health improvement, communication

and, 10
Pie graph, 334–335
Pitch, 91, 330, 331
Placation, as conflict response, 196
Place, as listening barrier, 112–113
Polarization, 63
Polychronic, 226–227
Porter, Richard, 82
Positional cues, 87–88
Positive appeals, as motivation, 372
Positive people, self-esteem development and,

43–44
Positive personal style, of effective team mem-

bers, 210
Positive thinking, to lessen speaker anxiety, 272
Positive visualization, 385
Post-interaction stage, 188, 189
Posture, 86, 327–328
Power

of group members, 218–219
interpersonal, 192–193

Power distribution, 134, 135, 136
PowerPoint, 336–337
Practicing, of speech presentation, 340
Preening, 87
Pre-interaction awareness stage, 186, 187
Prejudice

ignorance and, 144
in interviews, 412
stereotypes and, 142–143

Preparation
for information-gathering interview, 410
to lessen speaker anxiety, 271

Preparation outline, 310–311, 314
Presentation aids, 332–339

computer-generated, 336–337
interesting, 358–359
preparing, guideline for, 337–338
selection of, 337
simplicity of, 338
types of, 332–337
visibility of, 337

Presentational communication, 25
Presentational speaking

definition of, 268–269
experience, 272
process, 291

Presentations. See Speech presentations

Previews, 303, 306
Primacy, 299
Primary tension, 223
Probing questions, 400, 401
Problem-and-solution organization

of ideas for speech presentation, 300–301
for persuasive message, 383, 386

Problems
analysis of, 240–241
identifying/defining, 239–240
solving vs. controlling, 71

Problem-solving. See also Problems; Solutions
ability, of effective team members, 209
for conflict resolution, 197–198
structured vs. unstructured, 237–238
taking action, 246–247

Problem-solving groups, 211–212
Problem-solving interview, 397–398
Procedural technician role, 214
Procedures, informative presentations about,

349–350
Process functions, 248
Processing rate, informational, 111, 113
Profanity, during interpersonal conflict, 199
Professional help, to overcome speaker anxiety,

272–273
Pronouns, 67
Propositions of fact, 375, 376
Propositions of policy, 375–376
Propositions of value, 375, 376
“Prosecutorial Abuse” (Alban), 418–420
Proxemics, 94–95
Proximity, interpersonal attraction and, 159–160
Psychological baggage, self-esteem and, 44–45
Psychology, of persuasion, 369–372
Public space, 95
Public speaking. See Presentational speaking
Purpose, identifying, for persuasive speech,

373–374

Q

Quality, interpersonal communication and, 155,
157

Quasi-courtship behavior, 87– 88, 89
Questioning sequences, in interview, 401–403
Questions

appropriate, 120
asking, art/skill of, 164–165
closed, 400, 401
follow-up, 164
hypothetical, 400, 401
for interview, types of, 399–401
for job interview, 406–407, 409
listening and, 144
open, 399, 400
open-ended, 71
probing, 400, 401

Quinn, Daniel, 8, 20
Quintamensional design sequence, 402–403
Quotations, sources for, 306

R

Race
biased language and, 64–65
composition of U.S. population, 130

The Reader’s Guide to Periodical Literature, 284
Reading, for speech topic ideas, 274–276
Reasoning

causal, 379–380
deductive, 378
inductive, 378

in supporting persuasive presentation,
378–381

Receiver, 12, 13, 14
Receiver apprehension, 112, 113
Recency, 299
Reciprocal borrowing privileges, 285
Reciprocity, in self-disclosure, 166–167
Recognition seeker, 215
Recorder role, 214
Red herring, 380
Redundancy, informative presentations and,

359
Reference resources, 285
Referent power, 218, 219
Reflective thinking, 239, 246
Reframing, 43
Refutation, 384, 385, 386
Regulators, 87, 88
Rehearsing

with presentation aids, 338
of speech presentation, 340–341
on videotape, 331–332

Reinforcement, in group interaction, 223–224
Relational dimension, 139
Relational escalation, power and, 219
Relationships

of choice, 156, 157
of circumstance, 156, 157
complementarity in, 160–161
complementary, 193
conflict, function in, 190
definition of, 156, 157
development stages, 185–189

de-escalation, 187–189
escalation, 186–187

family. See Family
as focus, in constructive conflict, 192
friendships. See Friendships
honest, development of, 43
improving, communication and, 10
initiating, 157–166
language usage in, 63
managing, interpersonal communication for,

156–157
parallel, 193
successful, nonverbal communication and,

80–81
supportive, establishing, 69–73
symmetrical, 193

Religion
biased language and, 64–65
moral codes and, 7–8

Remembering, 106–108
Repetition, 324–325
Responding

to communication, 21–22
definition of, 107, 108
with empathy, 119–123
in friendships, 182
in information-gathering interview, 411
to interview questions, 406–407, 411
skills for, 117–119

Response latencies, 92, 93
Resumé

preparation of, 404–405
sample, 408

Reward power, 219
Rhetoric, 25
Rigidity, in dealing with others, 72
Robin, Benjamin, 416–417
Roles. See also specific roles

assuming, self-concept development and,
36–37

440 Index

61640_INDEX_435-442_1Color  6/27/03  2:38 PM  Page 440



Roles (continued)
definition of, 213
in groups, 213–216

Russian speakers, message organization of, 301

S

Sadker, David, 39
Sadker, Myra, 39
Samovar, Larry, 92
Sapir, Edward, 58
Satir,Virginia, 10, 182–183
Satisfaction, 385
Search engines, 281, 282
Seating arrangements, in team/group meetings,

252
Secondary tension, 223
Selecting, in listening process, 105
Selection, in perception process, 46, 47, 48
Self, 32, 33
Self-absorbed communicator style, 165
Self-absorption, 165
Self-awareness

in intrapersonal communication, 20
of job skills/abilities, 404
objective, 30, 31
remembering and, 107
subjective, 30, 31
symbolic, 30, 31

Self-barriers, to listening, 108–111, 113
Self-concept

components, 32–33
definition of, 32, 33, 52
development of, 35–37

Self-confessor, 215
Self-defeating behavior, 70
Self-disclosure

appropriateness in, 167
in cyber-space, 168
definition of, 166–167, 173
gender and, 167, 168–169
intimacy and, 167, 168–169
models of, 169–171
reciprocity in, 166–167
risks, assessment of, 167

Self-esteem
constructive conflict and, 192
development, positive people and, 43–44
development of honest relationships and, 43
enhancement, strategies for, 37–45
factors in, 38–45
gender and, 38–39
gender differences, 40
lack of, 44
reframing and, 43
self-fulfilling prophecy and, 40–41
social comparison and, 39–40
visualization and, 42–43

Self-expectations, 40
Self-focus, 109, 113
Self-fulfilling prophecy, 40–41
Self-identity, through computer-mediated 

communication, 34, 139
Self-image, 32, 33
Self-labels, 37
Self-reflexiveness, 37
Self-talk, 145
Self-worth, 37
Semitic speakers, message organization of, 301
Sensitivity, to others, 236–237
Separation stage, 188, 189
Sex, 39
Sexist (exclusive) language, 66, 67

Sexual attraction, in relationships, 158–159, 160
Sexual orientation, language and, 68
Shifting attention, 112, 113
Shimanoff, Susan, 18
Short-term initial attraction, 158, 160
Shyness, 44
Signposts, 303
Silence

cultural meaning of, 93
in cyberspace, 92
paralanguage or vocalics, 91

Silent brainstorming, 241–242, 274, 275
Similarity

assumption of, 142, 143
in relationships, 158, 160

Simile, 323, 325
Simple words, 322, 323
Simplicity, of ideas, for presentation, 353
Simultaneous communication, interpersonal

communication and, 155–156, 157
Situational leader, 250, 251
Small-group communication, 24, 25, 206–208
Social comparison, 39–40
Social decentering, 146
Social groups, 212, 213
Social penetration model, 169–170
Social roles, 213, 215
Social self, 34, 35
Social space, 94–95
Socioeconomic class, biased language and, 69
Soft evidence, 302, 303
Software, for outlining, 308
Solutions

best, selection of, 242–245
creative, generating, 241–242
jumping to, 245

Source, 11–12, 14
Space

nonverbal communication and, 92–93, 96
usage, dominance and, 98
zones of, 94–95

Spatial organization, 299–300, 301
Speaker

credibility, establishing, 306
effective, 105
emotional noise of, 110

Speaker anxiety
definition of, 271, 291–292
managing, 270–283
understanding, 270

Speaking
extemporaneous, 320–321
impromptu, 319–320, 321
manuscript, 319
memorized, 319
public. See Presentational speaking

Speaking occasion, topic selection for, 273
Special-interest pleader, 216
Specific word, 321, 323
Speech presentations

aids for, 332–339
audience-centered model of, 369
central ideas. See Ideas, main, central or key
conclusion, 306–307
delivering, 340–341
delivery of. See Delivery
development of, 271
famous,Web resources for, 329
general purpose, 276, 277
informative. See Informative presentations
introduction, 305–306
main ideas for, 279–280, 298–301
organization of, 314

organizing for others, 303–304
outlining, 308–314
persuasive, Persuasive speech
preparation for, 340–341
public speaking, 292, 298
purpose of, 276–277
rehearsing, 331–332, 340–341
specific purpose, 277
summary of, 306
supporting materials. See Supporting material
topic. See Topic

Spender, Dale, 58
Spiritual self, 34–35
Stacks, 283
Stagnation, 188, 189
Standard outline format, 308–313
Starr, Bruce, 168
Starr, Kenneth, 18
Stationary microphone, 330
Statistics, 288, 289, 306
Status, 217–218
Steinem, Gloria, 37
Steps in sequencing, of central speech idea, 280
Stereotypes, 49–50, 51, 142–143
Stories, sources for, 306
Structure, 238, 239
Struggle, Spectrum of, 189, 190
Students, communication skills of, 8
Study groups, 211
Styles leadership, 248–249
Subdivisions, for outlines, 309
Subjective self-awareness, 30, 31
Summary, 303, 304, 306
Superiority

assumption of, 141, 143
in dealing with others, 72–73

Support, of central idea for speech, 280
Supporting material, 281–292

acknowledgement of, 289–290
attention-catching, 356
organizing, 301–302
sources for, 281–285
types of, 285–289

Supportive communication, 70–73
Supportiveness, of effective team members,

209
Suspension, 324, 325
Syllogism, 378–379
Symbolic self-awareness, 30, 31
Symbols, 20, 21, 59
Symmetrical relationships, 193
Sympathy, 147
Systematic desensitization, 272

T

Task functions, 248
Task roles, 213, 214
Taylor, Dalmas, 169
T-E-A-C-H, 350
Team members

effective, 209–210
responsibilities of, 208

Teams, 206–229
communicating in, 208–210
communication, gender differences and,

226
coordinated efforts of, 209
definition of, 25
development phases, 222–225
diversity in, 225–228
dynamics of, 213–222
goals, 209
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Teams (continued)
ground rules, 216, 217
meetings, 252–258
operation, rules for, 208–209
problem-solving structure, 237–247
vs. groups, 210

Team work, 206, 208
Technology, use in presentations, 339
Television, speech topic ideas on, 275
Ten Commandments, 7
Tension reliever role, 215
Terminal credibility, 377
Territoriality, 95
Territory, nonverbal communication and,

92–93, 96
Territory marker, 95
Therapy groups, 211
Thesaurus, 322, 323
Thoughts, words and, 62
Time

as listening barrier, 112–113
monitoring, for group meetings,

255–256
presentation aids usage and, 338
usage, differences, in groups, 226–227

Timeliness, of response, 118
Ting-Toomey, Stella, 201
Topic

hopping, 245
ideas for, 274–275
for informative presentations, 349–352
introduction of, 305
persuasive, selecting/narrowing, 372–373
selecting/narrowing, 273–276
single, as central idea for speech, 278

Topical organization, for speech, 299
Touch

in groups/teams, 252
as nonverbal communication, 89–91, 96

Touch ethic, 90–91
Trait leadership, 246, 247
Transformational leadership, 250–251
Transitions, 303, 304
Trigger words, 70, 71

Trustworthiness, 377
Truth, of central idea for speech, 280
Tunnel sequence, 402–403
Turmoil stage, 187–188, 189

U

Unbiased words, 321–322, 323
Uncertainty avoidance cultural value, 134–135,

136
Uncertainty-reduction theory, 162–163
Understanding, 106
Ury,William, 200
Usability, of Web sites, 283
Usefulness, of response, 118

V

Values
cultural, 133–134
definition of, 32–33, 374, 375
propositions of, 375, 376

Verbal aggression, 194–195
Verbal messages, use/interpretation of,

20–21
Verbal transitions, 304, 305
Verbs, for resume, 405
Videotapes

as presentation aids, 335
of speech rehearsal, 331–332, 340

Vigilant thinkers, 235
Virtual groups, 211
Virtual Meeting Assistant, 253
Virtual relating (cyber-connecting), 162
Visualization

negative, 385
positive, 385
self-esteem and, 42–43

Vivid words, 322, 323
Vocabulary building, 58
Vocal delivery, 329
Vocalics (paralanguage), 91
Voice, 91–92, 96, 252
Volume, 329

W

WebCrawler, 282
Web directories, speech topic selection and, 274
Weber,Ann, 167
Web pages, 274, 281
Web sites, 281–283
Wheel network, 221
Whorf, Benjamin Lee, 58
Wilmot,William, 202
Withdrawal, as conflict response, 196
Word picture, 357–358
Words

action and, 62
concrete, 321, 323
connotative meaning of, 59
correct, 322, 323
to create supportive climate, 70–73
denotative meaning of, 59
in establishing supportive relationships, 69–73
first, in interpersonal communication,

163–164
meaning of, 59
power of, 20–21, 57, 61–63, 74
proper use of, 321–323
simple, 322, 323
specific, 321, 323
as symbols, 59
thoughts and, 62
trigger, 70, 71
unbiased, 321–322, 323
vivid, 322, 323

Word structures, memorable, 323–325
Workforce participation, gender and, 137
Workplace relationships, 183–185
World Communication Association, 10
Worldview, 131–132
World Wide Web, as source for supporting

material, 281–283

Y

Yahoo!, 282
“You” language, 255, 257
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