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SOund advice

The equipment has been checked, your notes are in front of you and the course participants are wondering

whether you know vour stuff. But, asks Richard Payne, have you considered the way in which what you say

will be heard? Here's his 10 top voice tips for trainers,

s a trner you already have a lo

om your mind when starting a

session, but have you given the
sound you make a passing thought?

The answer is probably not = that is
until something FOCS WIOng or someonc
subsequently comments in the Teedback
form that they couldn’t hear you, you
were mumbling or vour veice was a
soporific moneone

As a Tull time or occasional traner the
sound vou make has a huge impact on
learners. We spend hours pouring over
our training materials vel rrely give a
passing thought to the spoken element of
T Presentation,

An effective teaching  volce Is &
combination of  audibiliey,  clarity  and
vitality and the presence of these gualities
can make a big difference o the way in
which a training session s perceived,
Tramers somelimes assume, incorrectly,
that it 15 solely volume which is necessary
s comimunicate ciectvely

Volume without vitality will result in
d bsud monotone which not only sounds
boring bul rarely muodivates  participants
e listen, Comversely  volume  without
clarity will result in a loud “fog” cousing
participants i miss Ll.":l. (LU LB

When imvimg 1o molivale o group e
make somwe change in ther hehaviour i
will be important (o use changes of |'lltl;|t.
vilume amd pace wheneas when issuing
anstrugtions For o test audibalioy and clarity
will be parameoant.

There may also be times when you
wish to speak o an individual participant

o small groups without the rest of the

room overhbearing. Obviously clarity and
onentation are extremely important in
such sitwations as the volume will need 1w
be reduced w the appropriate level for a
more personal interaction,

One of the crucial dilferences between
traimer  talk  and  social  conversation
is thal in conversalion ulerances ane
often fragmented and  incomplete  and
the concept of ‘turm taking” is also
implicit. In a training moom you will be
speaking formally and making either,
representations  (concluding,  assening.
detiming),  directives  (yuestioning o
requesting) o expressives  (thanking.
welcoming, congratulating),

The voice can play a crucial role in
creating the appropriate soundscape for
participants. The trainer must therefore
seek to manipulate some of the key vocal
variables throughout @ traiming session
Here are 1 tips e assist vou in doing

just that.
{. Dramatise the delivery

For more didactic siretches of input

changes of pitch and emphasising a word

i cach phrase will immediely improve

the vitality. A Mat delivery can result in
partic panls Wwning oul.

2. Use inflection when
seeking responses

Inflection s myportant when questioning
a group, testing knowledge or encouraging
responses, This is particularly important if
vour question does nol start with a guestion
word such as: what, bow, wien, witerne or
when vou ane reflecting back @ guestion to
check yvour understanding, for example

Travimer: (o participant) as | ondersiand
it you're asking me weclanty the ke poants
once more T (a nsing nflection is defintely
necded here as at indicates a desire for a
response, This could be a statement if &
rising inflection were not used)

However this following question does
not meed a rising inflecton as the word how
tells the histeners a respomse is reguired

Trainer: (0o the group) How moany of

vou travelled by car this morming
A Vary the valuwine

This  technigue  which may  be

emploved not only to improve variety



| but to emphasise or highlight a crucial
poinl. For example when talking about
& serious health and safety issue one
I might deliberately lower the volume
o indicate the seriousness of what you
were about 1o tell the group.

4. Stw down! Speed up!

Pace is one of the paralinguistic elements
which may be manipulated 10 great effect.
Psychologial research  has  shown that
slowing down the rate of delivery improves
cognition, Varying the pace of delivery
can also create interest and help w inject a

| dynamism into the session.

i Trainers should not be frightened 1o
show down 1o emphasise key concepls
i or inroduce new theories, particularly if
: they are complex. As a guide you should
aim to be teaching at around 120-140
words per minute.

5. Your friend the pause

Pausing is obviously linked tothe pace of
delivery. Quick speakers should therefore
seek 1o increase the lengths and incidents
of pauses within their delivery in order o
show down the word rate. Pauses can also
be used w grean effect after guestioning
and at transition points within a session,
Don't be frightened 1o pause,

Inexperienced trainers are ofien oo
terrified 1o pause in case they lose control
of the group but often a pause can help o
seltle down a chanty group! Pauses can
also give participants time to reflect on
what has been said,

. Orieniation and posture

These are two crucial principles which
can assist in the transfer and reception of
the vorce, Orientating yoursell lowards the
group when speaking ensures that the sound
is travelling in the right direction and that
participants with heanng  dilficulties are
able to lip read. Orientation is also important
w0 that all participants are able 1o read your
facial expressions and respond accordingly.
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Appropriate posiure assists with voice
production by ensuring that the muscles
involved in the breathing process are
unrestricted. As the majority of human
speech is made with lung air this is
crucial. Upright and aligned posture will
assist in projecting a confident image and
commanding the space.

Subjects which rely on a significant
amount of chalking and talking can result
in the weacher wiking 1w the board as they
write, The age old principle of Touch
twrite ) Turn (1o the class) Talk (only when
facing the class) is worth remembering.

7. Look after your voice

If you have a heavy training or teaching
schedule then you must pay attention to
vocal care and maintenance. Your voice
should last a lifeume i you look afier
it, Hydration is very important. Central
heating and air condition can dry out the
atmosphere but you must never let your
throat become dry.

As a general rule have a small sip
of water after every ten minules of
uninterrupted talking. Try 1o rest your
voice between training sessions and avoid
shouting. Smoky atmospheres are o be
avoided at all costs, I vou are congested
then inhaling steam from hot (not bailing)
water may provide temporary relief. There
is 1o need to put anything in the waler.

& Breath management

For formal stretches of uninterrupied
speech you need more breath al greater
pressure. Start each major point with a
full breath and as soon as vou feel you are
on the end of that breath pause and take
another smaller breath until you reach
another major point of transition.

As a general rule the breaths at major
points  of transition  should be  deep
enough 1o feel some movement in the
lower fibs at the front. Our breaths are
not usvally deep enough o activate the
lower ribs significantly.

Yogic and meditative breathing exercises
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can help to gain primary control over our
breath and cardio vascular exercise can
also help w improve fitness levels and
strengthen the muscles involved in the
breathing process.

9. Analysis

Recording a short section of a trining
session and playing it back later is a gouwd
way of analysing the sound you make, Check
in particular for pacing and emphasis,

10, Clear as a bell

Clarity of speech is important as clear
speech s crucial for comprehension.
Speech is  the resull of  resonance,
ohstruction or both together. Yowels are
pure resonance and are carmied on the
breath stream. Consonants are produced
by some form of barrier or ohsiruction o
the breath stream.

Ensure vou are not holding tension
in the jaw as this can resull in poor
resonance. Open your mouth a litke bie
wider when training than you would de for
conversational speech (check you are doing
this by practicing in front of a mirror),

Pay particular attention o consonants
when they appear on the ends of words
(particularly s, g's and K's.) Ensure vour
contact when producing consonants is clean
and precise. 1t is advisable o exaggerate
your consonant production a lintke bit when
training. Remember clarity will help you
to project the voice as it is the consonant
sounds which chop up the bremh siream
and give sound meaning and form,.

Clear speech is particularly important
when using a microphone. IHunclear speech
is input into a microphone then the system
will amplify it!

Richard Payne is a voice coach and
writer and runs courses for organisations
viduals. He is also the author of
the "Vocal Skills Pockefbook’ publisfed
by Management Pocketbaoks. He can be
confacted o + k42000121 355 4320 or at
W bepstraiming. co. uk




