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Welcome to lecture 2 of Topic 2.1. In this lecture we are going to focus on 
effective speaking.
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The aim of effective speaking is for the speaker to ensure that other people 
understand what they are saying, and that listeners do not become 
uncomfortable or defensive due to the speaker’s message.  
Effective speakers need to communicate their message clearly and maintain 
a respectful attitude towards the people they are speaking to.  An effective 
speaker always communicates a desire for a win-win outcome when they 
participate in decision making processes.

Three statements commonly used by effective speakers are:
“I” statements
Agreement statements, and
Preference statements
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“I” statements are a way of communicating about a problem to another person 
without accusing them of being the cause of the problem.   When “I” 
statements are used there is no attempt to threaten, argue, or blame the 
listener; the speaker takes full responsibility for their thoughts, feelings and 
actions.

The following are example of “I” statements for two situations:
‘I feel frustrated because I couldn’t access the information in time’
‘I feel awkward because I have to think about achieving these outcomes’

In contrast, using “You” statements during communication puts the blame for 
the speaker’s feelings and actions on the listener, and can cause the listener 
to have feelings of resistance and resentment.

The following are examples of “You” statements for the same two situations:
‘You make me feel frustrated because you didn’t give me the information in 
time’
‘You are making the situation awkward for me as you know I am expected to 
achieve these outcomes’
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Agreement statements offer the person who has just spoken moral support for 
their point of view, assists in identifying common ground between the speaker 
and the listener, and provides a foundation before the listener states their own 
opinion.

Agreement statements start with phrases such as:
‘I agree you are right that…’
‘Yes, I’ve no doubt that…’
‘You’ve got a good point when you say that….’
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Preference statements enable speakers to state their interests with regard to 
an issue or opportunity by highlighting their desires, concerns and fears.

The following are examples of phrases that are often used at the 
commencement of preference statements:
I would prefer….’
It would be helpful to me if….’
‘If I could have anything…’


