CHAPTER 1V
RESULT & DISCUSSION

4.1 Result

The final result of this research is a handbook on public speaking skills in
the workplace titled Speak Easy. This handbook was developed through a
systematic Research and Development (R&D) process, beginning with a needs
analysis and continuing through product design, expert validation, revisions,
operational field testing, final revisions, and dissemination. Throughout the
development process, several challenges were encountered, including refining the
handbook's content, improving its language style, and ensuring that the materials
were relevant to real workplace communication. These challenges were addressed
through expert feedback and respondent’s suggestions, resulting in continuous

improvements to the handbook.

4.1.1 Research and Information Collecting

The Research and Information collecting phase was conducted to
obtain data and information related to the need for a public speaking
handbook in the workplace. During this phase, the researcher collected data
through two main methods: interviews and the distribution of a needs

analysis questionnaire.

a. Initial Interview

In this study, the researcher conducted initial interviews
with five respondents, consisting of three student interns and two
early career employees. These interviews were conducted online
via WhatsApp. The fields of work they have been or are currently
engaged in include radio announcer, news anchor, social media
specialist, content creator, and human resources staff. All five
respondents are individuals who have spoken in public, either

occasionally or often, at their workplace or internship site.
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During the interview process, the researcher asked a variety
of questions aimed at supporting the development of a public
speaking handbook intended for interns and early career
employees. Some of the main questions asked included the
importance of english public speaking skills in the workplace,
the skills needed to deliver effective public speaking in a
professional setting, common challenges faced when public
speaking, and the content that should be included in the public

speaking handbook if this research is developed into a handbook.

The image below shows the initial interview process with
three former interns who previously served as a news anchor, a
social media specialist, and a content creator. They all have

experience with public speaking in the workplace.

Figure 4.1 1. Interviews with internship students

During the interviews, researchers asked various questions
aimed at supporting the development of a public speaking
handbook for student interns and early career employees. Some

of the key questions posed included the following:
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. Work background of internship students and early career
employees.

In response to this question, the respondents gave various
answers. Some of them worked as radio broadcasters, news
anchors, social media specialists, and content creators.

. The respondent’s feelings when speaking in front of
coworkers or supervisors.

The respondents provided different responses to this
question. Some respondents stated that they were already
accustomed to public speaking, while many others admitted
that they still felt nervous and lacked confidence. However,
they still tried to remain professional when speaking in front
of many people.

. The difficulties commonly experienced when doing public
speaking in the workplace.

Most respondents stated that they often felt nervous when
speaking in front of many people, lacked confidence, and had
difficulty organizing their words, which made them prone to
going blank in the middle of speaking.

The importance of public speaking skills in the workplace
according to the respondents.

All respondents stated that public speaking skills are very
important because they are considered an essential
requirement in the workplace.

. The skills needed to speak well in front of others in the
workplace.

According to the respondents, several skills are necessary,
such as expanding public speaking vocabulary, having clear
articulation, using appropriate body language, adjusting

formal and informal language depending on the situation and
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audience, preparing thoroughly before speaking, and
reducing nervousness to communicate effectively.

6. The reasons why internship students and early career
employees need public speaking skills before entering the
workforce
All respondents agreed that public speaking skills are highly
necessary because they are part of daily communication
needs in the workplace, such as for meetings, presentations,
and other professional interactions.

7. The materials that should be included in a public speaking

handbook for internship students and early career
employees.
The respondents gave various answers according to their
needs. Some suggested including an overview at the
beginning of the handbook, tips and strategies for public
speaking in the workplace, and guidance on overcoming
nervousness and increasing self-confidence when speaking
in public.

8. Ways to improve self confidence when speaking in front of
others in the workplace.

Most respondents answered that self-confidence can be
improved through regular practice, such as practicing
speaking in front of a mirror to become more fluent and
confident. In addition, some respondents also mentioned the
importance of self-habituation and focusing on the topic

being discussed.

In addition, another crucial question regarding the
development of the Speak Easy book is: “Which chapters should
be included in a public speaking handbook if this research is

developed into a handbook?”. Most respondents suggested that
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the book should include sections on how to manage nervousness
and boost self-confidence. Furthermore, some respondents also
noted that the handbook should include an overview, strategies,

and public speaking techniques applicable in the workplace.

The image below shows the initial interview process with
two early-career employees who previously completed
internships as a radio announcer and a human resources officer,
and who now happen to be working as early career employees.

They all have experience with public speaking in the workplace.
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Figure 4.1 2 Interviews with early-career employees

Based on the results of the interviews with intenship students
and early career employees, it can be concluded that public speaking
is an essential competency for internship students and early career
employees across various professional fields. Although some
respondents were already familiar with speaking in front of others
due to the nature of their jobs, the majority still experienced
challenges such as nervousness, lack of self-confidence, difficulty

organizing ideas, and fear of going blank while speaking.
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The interview findings also revealed the need for a practical
learning resource specifically designed to prepare internship
students and early career employees for workplace communication.
Respondents expected a handbook that not only explains the
fundamentals of public speaking but also provides workplace
communication strategies, practical tips, guidance for overcoming
nervousness, and contextual exercises that support independent
learning. Overall, these findings indicate that there is a clear need
for a workplace-oriented public speaking handbook that bridges
English communication skills with real professional communication

practices.

b. Distribution of the Needs Analysis Questionnaire for the
Development of a Handbook

Through the distribution of a needs analysis questionnaire,
the researcher began to outline the initial concept of the handbook
to be developed based on the respondents’ needs and preferences
regarding public speaking in the workplace. The questionnaire was
completed by the same five respondents as in the initial interview
phase, consisting of interns and early career employees with
diverse professional backgrounds.

Through this questionnaire, the researchers obtained more
specific information regarding the concepts and design of the
handbook that the respondents expected. The aspects examined
included preferences regarding the book’s design and concept, the
language used, the proportion of the book’s content, the format of
the material presentation, as well as additional features that could

support the public speaking learning process.
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Gambar 4.1 3 Data collection for needs analysis

Based on the results of the needs analysis questionnaire, the
respondents indicated that a public speaking handbook should use a
formal yet easy-to-understand language style. They suggested that
the handbook should consist of an overview, public speaking
techniques and strategies, as well as practical tips for overcoming

nervousness and building self-confidence. In addition, each chapter
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should include both practice activities and exercises in equal

proportion to encourage active learning.

Regarding the depth of the material, the respondents
preferred concise, clear, and straightforward explanations rather
than lengthy theoretical discussions. They also considered role-play
activities to be one of the most effective learning methods, as they
allow users to practice public speaking skills in realistic situations.
Therefore, respondents recommended that the handbook include
contextual workplace scenarios, such as meetings, presentations,
and pitching sessions, to better reflect real professional

communication.

In terms of design, although most respondents preferred a
classic and minimalist style, they also suggested incorporating
visual elements such as illustrations, icons, tables, and diagrams to
make the content more engaging and easier to understand.
Furthermore, they preferred the material to be presented using a
combination of concise bullet points and explanatory paragraphs

rather than relying on only one format.

The respondents also emphasized the importance of
including a dedicated section containing practical tips for addressing
common public speaking challenges, particularly nervousness,
anxiety, and lack of confidence when speaking in front of others.
Finally, they preferred the handbook to be concise, consisting of
fewer than 40 pages, and enriched with supporting features such as
QR codes linked to instructional videos and quick tips to facilitate

independent learning.

Regarding from the explanation above, can be concluded
that the respondents need a concise and practical public speaking

handbook that is relevant to workplace communication. The
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handbook should provide clear explanations, balanced practice
activities and exercises, contextual workplace scenarios, and
practical tips for overcoming nervousness. In addition, respondents
preferred a visually appealing handbook with supporting features
such as QR-code videos and quick tips to facilitate independent

learning. These findings became the basis for

4.1.2 Planning
Based on the data obtained, at this stage the researcher carried out

planning that included the organization of the book’s chapters, the
distribution of content, the book’s concept and design, language use, and

the handbook’s presentation.
a. Chapter of the Handbook

Regarding for the handbook’s chapter, the researcher will
organize the content into three chapters: an overview and
explanation of the importance of public speaking in the workplace;
public speaking techniques and strategies in the workplace; and tips
for managing nervousness and building self confidence when giving
presentations in the workplace. These three chapters are based on
responses from interviews the researcher conducted with the

participants.
b. Proportion of Material

Regarding the proportion of material of this handbook,
Chapter 1 serves as an introduction to the fundamental concepts of
public speaking. It aims to familiarize internship students and early-
career employees with the definition, functions, and importance of
public speaking, particularly in workplace settings, as a foundation

for developing effective professional communication skills.

It aims to familiarize internship students and early-career

employees with the definition, functions, and importance of public

41



speaking, particularly in workplace settings, as a foundation for
developing effective professional communication skills. This
chapter also explains how public speaking skills can be one of the
supporting factors in their future career development. After reading
Chapter 1, provides the information about general understanding of
public speaking for business communication and the professional
world, and to realize how important these skills are in the new world
of work they are about to enter, so that they can take the first steps

in supporting their career development.

Next, in Chapter 2, readers will learn various techniques for
speaking in public as well as strategies that need to be prepared
before delivering a speech. This chapter aims to provide readers with
an understanding of the steps and things that need to be prepared
before speaking in public in the workplace, so that the delivery of
the message can run smoothly and be easily understood by the

audience.

In addition, Chapter 3 discusses one of the most common
problems experienced by students and early career employees when
giving speeches in public. This chapter explains how to overcome
fear and anxiety when speaking in front of an audience. Many
students and early career employees experience this difficulty,
which sometimes causes them to stop in the middle of a speech and
be unable to continue what they want to say to the audience because
of feelings of fear, anxiety, and difficulty thinking clearly. Anxiety
and fear when giving a public speech greatly affect the speaker's
fluency when delivering the speech. When feelings of anxiety, fear,
and nervousness arise, it can disrupt the flow of the topic being
discussed. This is because they feel fear and panic overwhelming
their minds, causing them to lose confidence when speaking

(Hasyim & Irwan, 2014). A common situation experienced by
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speakers is suddenly forgetting what they want to say. However,
these problems can be overcome and prevented through several

strategies described in Chapter 3 of the Speak Easy handbook

In addition, at the end of the book, the author has included
an answer key and a bibliography. The answer key serves as an
evaluation tool and a reference for readers to check their work on
the exercises, while the bibliography lists the sources used in the

book’s preparation to avoid copyright infringement.

c¢. Handbook Concept and Design

Based on the questionnaire analysis, the respondents
preferred a classic and minimalist design concept that uses two to
three colors rather than a colorful and highly illustrative layout.
Therefore, the Speak Easy Handbook was developed using a classic
and minimalist design to match the preferences of the target users.
The handbook was designed using Canva Premium, with a carefully
selected color palette that reflects a professional appearance while
remaining visually appealing. In addition, neutral colors were
incorporated as accents and for the text to improve readability and

maintain a clean, consistent layout throughout the handbook.
d. Languages in handbook

The language used in this handbook is intentionally more
formal, particularly in the practice and exercise sections, in
accordance with respondents’ requests and real-world workplace
situations such as when speaking with supervisors or clients making
it easier to apply in a professional setting. This handbook also uses
two languages in different sections: Indonesian for the sections on
functions, definitions, overviews, and instructions, and English for

the practice and exercise sections.

e. Presentation of the Material
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Based on the needs assessment questionnaire completed by
the respondents, the content of this book has been tailored to the
topics most frequently requested, as shown in the diagrams from the
information and data collection stage. This book presents the
material in a concise, to-the-point way, without unnecessary details,
and includes real-world workplace scenarios such as presentations,
meetings, pitches, briefings, reporting, and other activities related to

public speaking in the workplace.

In its presentation, this book uses a combination of concise
bullet points and narrative paragraphs to make it easier for readers
to understand. Additionally, as explained in the section on content
distribution, each chapter is supplemented with role-play exercises

so that the target readers can practice them directly.
4.1.3 Develop Preliminary of Form Product

At this stage, the researcher began drafting the initial version of the
handbook. The handbook was titled “Speak Easy,” with the subtitle
“English Public Speaking for Work™ added below the title to clarify the

book’s content and target readers.

a. Develop Concept and Design

Regarding the researcher used a simple design with a classic
minimalist concept in line with the respondents’ preferences and
added real images (not illustrations) from Canva Premium. Below
are sample images of some early drafts of the development
handbook.
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English Public Speaking
Handbook for Work

Putri Rizgiana
Girindra Putri A. R. S.Pd., M.Sc., Ph.D 2026

D
Managing Nervousness and Overthinking

Nervousness and overthinking are naturol reactions when foced with new
situations. The brain often perceives moments fike presentations, meetings, or
speaking in front of others as challenges or even threats. However, its important
to understand that nervousness isn't an enemy, but rather a signal that we care
and want to give our best.

e of the main causes inchude fear of judgment (fear of being deemed
incompetent). imposter syndrome (feeling  inadequate). - over-expectations
(demanding instant  perfection), and lock of ewposure to professional
environments. The more we avoid these situations, the greater the fear becomes
‘and the more difficult it bacomes to control.

Here are some ways you can overcome nervousness and overthinking:

hange your
perspectve

Changing our perspective s o crudiol first step in building self-confidence.
Mindsct s the primary foundation because what we think influences our foclings
and actions. When we constantly think we hove to be perfect. we become easily
stressed and afraid to try, Conversely, when we shift our mindset to one that Is
clear and beneficial encugh, we give ourseives space to grow realistically.

Start changing negative thought patterns to more positive ones. From “fm
afraid of making mistokes” to “mistakes are part of the leaming process.”
Mistakes are ot signs of failure. but rather proof that we ore trying and growing.
With this porspective, wa will bo more courageous in taking chances, speaking up.
and getting involved without being burdened by excessive fear,

Also, add o new. heolthier perspective: everyone has been in the beginner's
ocs. including our superiors. They dontt expect perfection, but rather value
initiative, effort, and a willingness to learn. Furthermore, others rent as focused
on our mistakes as we imagine. By adopting  progress mindset, we will be more
courageous in trying, developing more quickly. and less kkely to foll into
overthinking

2 Focus on the Messoge.
Not Yours

Focusing on the message, not yoursel, Is key to reducing overthinking when
speoking. Nervousness often arises because we get too caught up in self-centered
thinking. such as worrying about how we sound, how others will judge s, of how
we appear. Effective communication, however, should be oudience-centered, focu
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Mengatasi Rasa Gugup dan Berpikir Berlebihan ,

Rasa gugup don teialu banyak berpikir adaloh reaksi clomi sat menghodapi
situasi boru. Otok sering kali memandang momen-momen seperti presentas
ropot. atou besbicara di depan orang loin sebagai Tantangan atou bohkan
ancaman. Namen, penting untuk dipahami bahwa rasa gugup bukanioh musu,
melainkan sinyal bahwa kita peduli dan ingin memberikan yong terbaik.

Beberopa penyebab utamanya antara loin rasa tokut dindoi okt dianggop
tidok kompeten). sindrom impostor (merasa tidok cukup baik). ekspekt
beriebihan {menuntut kesempurmaan seketikol, don kurangnya paparan terhadap
ingiangan profesional. Semakin kita menghindan stuas-stuasi ini. semakin
besor 105 tokut itu dan semokin sult untuk dikendalian
Berikut ini beberopa cara yang bisa dilakukan untuk mengatasi rasa gugup
dan kebiasoan terlalu banyak berpikir:

1 Uboh cudut pondang

Mengubah cara pandang kita menupakan langkoh awal yang sangat perting
dolom membangun rosa percaya diri, Pola pikir adeloh fondasi utama karena apa
yang kita piirken memengaruhi perasaon dan tindoken kita. Ketia kite terus
menerus berpikir bahwa kita harus sempuma, kita menjodi mudah stres don takut
untuk mencoba. Sebaliknya, ketka kita menguboh pola pir kita menjad: lebih
jemih don konstrukt, kita memberi difi kita ruong untuk berkembang secara
rectsvs

iaviah menguboh pola pikir negotit menjodi yong lebih positt, Do *Soya takut
buot kesalahan” menjodi “kesalohan odaloh bagion dan proses belajor”
Kesoiohon bukanloh tonda kegagalan. meloinkan bukti bohwa kita sedang
berusoho dan berkembang, Dengan perspektif ini, kita akon lebih beroni mengambil
risiko, bersuara, dan terfibat tanpa terbebani oleh rosa tokut yang berfebinan.

Sciain fu. tombahkon cora pandang baru yang lebh sehat setiop orang pernah
berodo di posisi pemulo. termasuk atasan kitn Mereka tidok mengharopkan

empurnaan. melainkan menghargal inisiat, usaha, dan kemouan untuk belajar,
Lebih jaun lagi, oreng lain tidok begiu fokus pada kesolanon kita sepers yang kita
bayangkan. Dengan mengadopsi pola pikir kemajuan. kita akon lebih b
mencoba. berkembang lebih cepat, don tidok mudah terjebok dokom ove

Fokaucioh poda Peson, Bukan poda Oir Sendin

Berfokus pada pesan, bukan pada dirl sendi, odoloh kundi unauk mengurangi
kebiosoon berpikir beriebihan saat berbicaro. Rasa gugup sering kol muncul
korena kita terlalu terjebok dolom pomikiran yang berpusat poda di sendic, sepert

menmi




Speak Easy 02
Speak Easy 03
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7 Fungsi Komunikasi dalam Karier
The Role of Communication in a Career, i/

sotu kompetensi inti
rofesional modern yang
mbilan  keputusar
berbicara memupuk rasa percaya diri dalam dunia kerja sehingga mampu
meyakinkan arang lain terhadap isi
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Communication
especially in the m
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# Meeting
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s pengambilan keputusan
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 Communicating and clorifying the objectives of each meeting

@ Reporting

merupakan saloh satu bentuk tanggung jawab
Jjadi kewojiban dolom dur ja. Reporting ad oses
an hasil kerjo, data, serta perkembangan (progres) kepada atasan
u pih stokeholder),

reporting dalam dunia
wederhanakan informasi yang

Reporting is a form of prafe
requirement in the worl
d pro

bilty thot is often o
# conveying waork
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# Pitching
Pitching adalah
suotu ide, produk, ata
penting, tentama_ da!
dukungan dari pihak kain.
Fungsi ontaro lain

# Pltching
Pitching

puan untuk meyakinkan o
i yang ditowarkan. Keteramy
si yang membutuhkon

others of on idea, product, or salution
pecially in situations that require

+ Buiding

ang disampaikon
* Clearly de o

cor

Figure 4.1 4 Initial draft of the handbook

The book’s design begins with the use of somewhat striking
colors to attract the reader’s attention, combined with neutral colors
as a complement. In designing this handbook, the author used

several colors with the following codes:

e Primary color: #1677F1, #86D023, #FFFFF

@ #6771 () #86D023 J—

Figure 4.1 5 Primary color code of the book

e Additional/complementary colors: #373536

. #373536

Figure 4.1 6 Additional color code of the book

The researcher intentionally designed this handbook with a
combination of bright, eye catching colors to better capture readers’

attention and help them stay focused while reading. The author also
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used several font types: Muli size 12 for the overview, definitions,
and instructions, and Roca One size 12 for the practice and exercise
sections, making it easier to distinguish between them based on their
different uses. For the book title, the author uses the Muli font in size
55 with a bold effect to make it stand out more. On the title page of
each chapter, the chapter title and chapter number use the same font
as the book title, it is Muli with a bold effect but in different sizes,
size 24 for the chapter title and size 38 for the chapter number, both
in black.

The researcher also modified the font for the words
“exercise” and “practice” in each chapter, applying a bubble effect
and a combination of green and black to make them stand out more,
break up the monotony, and help readers easily identify the exercise
sections. Additionally, the bubble effect was applied to certain letters
that needed to be highlighted.

Exercise}

RoleplaylPractice

Figure 4.1 7 Bubble effect on the font

It took the researcher more than two weeks to design this
Speak Easy book. The author designed this handbook independently,
including using photos from the Canva Premium app. The entire
book design process was carried out using the Canva app. In the
exercise and role-play practice examples, the author also added

several images of real people to illustrate workplace conversations
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so that the book would feel livelier and not consist only of long

paragraphs.

b. Develop the Material of the handbook

Regarding the content of the handbook, the materials were
developed based on various sources, including books, journal
articles, and reliable online resources. The selection and
organization of the content were guided by the findings of the needs
analysis questionnaire to ensure that the handbook addressed the
learning needs and preferences of internship students and early-
career employees. Therefore, the materials were designed to be
relevant, practical, and applicable to real workplace communication

situations.

4.1.4 Preliminary Field
At this stage, the initial draft of the handbook has been reviewed

by an expert Mrs. Girindra Putri Ardana Reswari S.Pd., M.Sc., Ph.D. as
the Academic Advisor to evaluate its design, language, and content. The
goal is to obtain feedback on the handbook’s suitability and its
effectiveness in improving the target readers’ public speaking skills. The
evaluation process was conducted by presenting an expert validation
questionnaire to academic advisors for review and feedback to improve the
quality and appeal of the handbook. The questionnaire contained several

questions regarding the format of the media and the material presented.

a. Product Material Validation

To evaluate the quality and suitability of the developed
handbook, the product material validation sheet was administered to
an expert validator. The results of the product material validation are

presented in the table below.
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Table 9 Product material valiation (completed)

Indicators Score

The material is in
accordance with the
learning objectives.

The material content of
various phrases, role-play
& exercises
(conversations) that can be
used for practice.

The course content is
sufficiently in-depth and
relevant to the professional
world.

Sentences are structured
effectively and
communicatively.

The material covers the
correct use of public
speaking terminology in
the workplace.

The material is relevant to
user needs dan content of
contextual example.

The language used is easy
to understand and
communicative.

The material reflects real
conditions in the field.

The concepts presented in
the material are appropriate.

49



10. The material is in accordance v
with relevant theories or
references.

Based on the material validation results, it can be concluded
that the Speak Easy Handbook is highly appropriate in terms of its
content and learning materials. According to the expert, the
handbook aligns with the learning objectives, provides relevant and
contextual workplace materials, uses appropriate public speaking
terminology, and presents concepts that are consistent with relevant
theories and references. In addition, the language is clear,
communicative, and easy to understand, while the inclusion of
phrases, role-play activities, and practical exercises effectively
supports independent learning. Overall, the validation results
indicate that the handbook's material is suitable for internship
students and early career employees and can be used as a learning

medium to develop workplace public speaking skills.
b. Product Media Presentation Validation

The presentation quality of the developed handbook was
evaluated through expert validation using the product presentation
validation sheet. The results of the product presentation validation

are presented in the table below.

Table 10 Product Media Presentation Validation (completed)

No. Indicators Skor

l. The media design is attractive v
and professional

2. The media's structure and v
learning objectives are clear
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3. The media’s format is v
consistent and the layout is
neat

4, The media has attractive v
colors, and easy to read fonts

5 The media suits the v
characteristics of the users

6 The media has attractive v
cover and supporting
llustrations

7 The presentation of the 4
material is not confusing

8. The instructions for use are v
clear

9. The media is easy to use

10 The Media is practical and
relevant to the early stages of
the professional world

Based on the media presentation validation results, it can be
concluded that the Speak Easy Handbook is highly appropriate in
terms of its design and presentation. According to the expert, the
handbook has an attractive and professional design, a clear structure,
a consistent layout, and an easy-to-read format. In addition, the
handbook is considered easy to use, practical, and well suited to the
characteristics and needs of internship students and early career
employees. Overall, the wvalidation results indicate that the
handbook's media presentation effectively supports the learning
process and is suitable for use as a public speaking learning medium

in workplace contexts.

¢. Suggestions and Feedback
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According to the expert feedback, the language and format
of the are considered too formal and resemble a traditional textbook.
Since the book is intended to function as a self-learning material, it
is recommended to use more interactive and engaging language to
make the content easier, more enjoyable, and more effective for

users to study independently.

4.1.5 Main Product Revision

Based on feedback from expert, the language and format of the book
were deemed too formal and reminiscent of a textbook. Since this book is
designed as a self-study resource, the use of more interactive and engaging
language is considered more appropriate to make the material easier to
understand, more engaging, and more effective for users. Therefore, the
handbook, which previously contained mostly text, definitions, and theory
with limited practice and exercises, was revised to be more interactive by
adding dialog examples, phrases, role-plays, and various exercises relevant
to the workplace. Consequently, the final version of the book features a
greater emphasis on practice and exercises compared to theoretical
explanations. This change was made to ensure the handbook’s content is

more easily applied as a practical media for its target readers.

Furthermore, the researcher initially planned this book to be
bilingual because the initial concept still resembled a textbook. However,
after the book's concept was changed to be more interactive, the expert
suggested that the book not bilingual. Therefore, the book uses Indonesian
for the overview, theory, and definitions, while English is used for the

practice and exercises.
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Speak Easy 02
-
Fungsi Komunikasi dalam Karier ,

Komunikasi merupakan saloh sotu kompetensi inti dolom pengembangan
korler, terutoma dolam konteks profesional modern yang menuntut kolaborasi,
kecepatan, serta ketepatan dalom pengambiian keputusan. Kemampuon
borbicora memupuk rasa percayo diri dalom dunio kerja sehingga mampu
meyokinkon orang lain terhodap isi komunikasi, baik ity sebuah proposal,
pandangan, onolisis, argumen. hingga komunikasi topik- sensitit seperti
kecolokaon, masoloh hukum. demo, Otau pengurangan tenoga kerjo.

Speak Easy 02

r
Fungsi Komunikasi dalam Karier

@ Meeting

Dolom lingkungan kerjo. Meeting menjodi ruong utama untuk bertukor
ide. menyclaroskan tujuan. serta mengambil keputusan secara bersama.
Adopun fungsi utoma meeting antaro loi:

« Membangun komunikasi dan kerjo sama yang lebih so¥d

« Meningkatkan partisipasi ke antar rekan kerja

« Mempercepot proses pengamblian keputusan

Kemampuan berbicara jugo memperkuat personal brand seseorang. Berbicara
dolam berbogai forum untuk berbagai kalangan dapat mengukuhkan reputasi
din sebagai sesorang yong ahi di bidongnya. Dalom proktiknya, terdopat g
aktivtas utoma di dunio kerjo yang sangat bergantung pada keterampion
Komunikasi, yaity meeting, reporting. dan pitching

tujuan dori

« I agree with your point.”
* “Could you piease explain that in more
detail™
« “What do you think about this idea?™
+ “The purpose of this meeting s to
discuss..”
« “Let's follow up on this soon.”
« “Let me clarify that.”
. Tbelieve we should..."
Meeting « “That's a grvat idoa.”

+ “Today, we will focus on...”
Phrases “Do you have any suggestions or feedback

Dalam fingkungan kerjo, meeting merupakan oktivitas yang hampir
sclolu_dilokukon. Mecting menjodi ruang utama untuk bortukor ide.
manyelaraskan tujuan, serta mengambl keputusan secora bersama. Olch
korena itu, kemampuon komunikosi yang baik sangat diutuhkan ogar
proses diskusi berjalan efektt,
Adapun fungsi utama meeting antara lairc

« Membangun komunikasi dan kerja sama yang lebih solid

* Meningkatkan partisiposi aktif ontor rekan keria

* Memporcepat proses pengambilan keputusan

° perjelos tujuan dari

Report « “Let's et started "
L = “I'm not sure 1 agree with that.”
Reporting merupakan scloh satu bentuk tanggung jawab profesional « I see your point, but f have a different
yang sering menjodi kewajiban dalam dunia kerjo. Reporting odaloh proses perspective.”
hasi ke, data, fprogres) kepada otason

atau pihak terkoit (stakeholder).
Fungsi reporting dalam dunia kerja meliputs
« Menyederhanakan informas! yang kompleks agar mudah dipahomi
+ Manunjukkan profosionalisme dan akuntabilitas kerja
loningkatkan tronsparansi dalom pelaksoncon tugas
« Mendukung proses evaluasi dan pengambilan keputusan

+ “Thank you for your participation’

+ “Good moming everyone, thank you for
Jolning meeting™

« “Inmy opinion, this strategy.."

Lengkapilah tabel dibawah ini sesuai dengan isi tabel diatas

Prtching adaloh kemampuan untuk meyakinkan orang lain terhadap
suotu ide, produk. otou solusi yang ditawarkan. Keterompilan ini sangot
penting, tentama dalam situasi yong membutuhkan persetujuon otou
dukungan dar pihak lain
Fungs: pitching antara lain:

+ Mempengaruhi don meyakinkan audiens

* Membangun dayo tarik terhadap ide yang disampaikan

* Menunjukkan il atau manfaat secora jelas.

“Good morning everyone. thank you for foining
mesting”

Opening

“Let's get started”

v
Keterampilan Komunikaosi DosurJ

# Komunikosi Verbal
Komurikasi verbal dalom public cpeaking adaloh penggunaan keto-kata
secare fisan untuk menyampaikan pesan, ide, otou informesi kepada oudiens
secarn jelas, efekti, dan terstruktur. Dolam keomteks public speaking dakam dunia
keerja, komuriiasi verbol menjodi slemen utoma kareno menantukan bagoimana
i diterima, dan dingot i

Komunikasi verbol dalam public speaking adalah penggunoon kata-kata
secor lison untuk menyompaikan pesan, ide. atau informasi kepada audiens.
secora jelas, efektif, dan terstruktur.

Hal yang harus diperhatikan dolom kamunikasi verbal:

Pemamgsian pesan dalom duria kerja harss secora ringkas don jelas
tenutama soat mesting diskusi atoupun brifings. Hal ini dilskukan ager tdok
bertle-teke don memugahken penyampaion baryok ol dalam sat walkiu ogar
Gudiens tidak mudoh basan dan mengantuk ketikn mendengorkan.

Intonasi yoity Tinggi rendohnya noda poga kalimat yang memberikan
penckanan dokom koto-kata tertentu. Hol ini menunjukkon agar topik yang
disompaikon tidok  mapaton, lebih menunjukkon  emasi, Mempengorohi
audies ien.

Artikudazi dalom public speaking yoit Kejelasan pengucapan hund, kota,

Penyompaian secaro
rghas don elar

Sposd tompo
(Kecopaton bertacora)

Menduiung  Kejeinson  Fesan, Meningiatkon
miskomuniicasi doiom penyampoian pesan

# Komunlkasi Non-verbal Komunikesi non-verbal dalom public specking odoloh segola bentuk
Kkomunkosi tonpa kata-kata yang digunakan pembicora untuk mendukung,
otou bohkon

Komuniknsi non-verbal dolam public spesking adoioh s=galo bentuk
bomunikasi tonpo koto-kotn yong digunckon pembicor untuk mencukung,
memgerkuct. atau bahkon menagantion cesan verbel
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v
Mengatasi Ras p & Overthinking,

Managing Nervousness and Overthinking

Berikut odalah beberapa cara yang bisa dilokukan untuk mengatasi rosa
gugup dan overthinking:

rvousness and overthinking:

Figure 4.1 8 Several collections of book revisions

4.1.6 Operational Field Testing

At this stage, data were collected from 23 respondents consisting
of internship students and early career employees with 0—2 years of work
experience. The respondents were asked to complete a Google Form
questionnaire designed to evaluate the developed handbook. The
evaluation covered several aspects, including the appearance, content, and
feasibility of the handbook as a teaching material. In addition, the
respondents also provided various valuable suggestions and constructive
feedback that were used as considerations for further improvement of the

product.

a. Identity of the Respondent

Initially, the researcher planned to involve 20 respondents,
consisting of 10 internship students and 10 early career employees,
as the minimum target for the operational field testing. However,
during the questionnaire distribution, additional eligible
participants voluntarily completed the questionnaire. As a result,
the final number of respondents increased to 23, comprising 12

internship students and 11 early career employees. Since all
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additional respondents met the predetermined research criteria,

their responses were included in the data analysis. The following

table shows the demographics of the respondents who completed the

questionnaire.

Table 11 Identity of the respondent (completed)

Respondent Category Male Female Total
Intenship student 2 12
Early career employees 2 11
Total 4 19 23

b. Interval of Results

To determine the feasibility level of the Speak Easy

Handbook,

the questionnaire

scores were analyzed using

predetermined interval categories. The total score obtained from

each aspect was converted into qualitative categories, namely Very

Disagree, Disagree, Fairly Agree, Agree, and Very Agree. The

interval results provide a clearer interpretation of the validation and

questionnaire data and indicate the overall feasibility of the

developed handbook.

Table 12 Interval of result

Number SD D FA A SA Total Interval
of 1 2 B) @ () Score

Statement
1 15 8 100 4.34
2 2 10 11 101 4.39
3 1 15 6 93 4.04
4 11 12 104 4.52
5 11 12 104 4.52
6 3 10 10 93 4.04
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7 3 11 9 98 4.26
8 2 15 6 96 4.17
9 2 13 8 98 4.26
10 1 12 10 101 4.39
11 1 12 10 101 4.39
12 6 6 11 97 4.21
13 2 10 11 101 4.39
14 2 12 9 99 4.30
15 3 10 9 94 4.08
16 1 14 8 99 4.30
17 2 10 11 101 4.39

Based on the analysis of the questionnaire results from 23
respondents, the majority of responses were categorized as
“Strongly Agree” according to the Likert scale. The lowest score,
4.04, was obtained for two statements: “This handbook uses
appropriate public speaking terms” and “The handbook is relevant
to the workplace.” In addition, the statement “The handbook is easy
to use independently” received a score of 4.08. Meanwhile, the
highest score, 4.52, was achieved by two statements: “The
language style of the handbook is communicative” and “The

handbook is aligned with the learning objectives.”

Although two statements received scores below 4.20, the
overall average score for all assessment items remained above
4.20. Therefore, it can be concluded that the Speak Easy handbook
is considered appropriate and effective to be used as a public
speaking learning medium for internship students and early career

employees.
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4.3.7 Final Product Revision
After the Operational Field Testing stage, the final revision

was carried out by focusing on several aspects that received the
lowest scores. The statements “This handbook uses appropriate
public speaking terms” and “The handbook is relevant to the
workplace” each obtained a score of 4.04, while the statement “The

handbook is easy to use independently” received a score of 4.08.

Based on these results, several improvements were made to
enhance the accuracy of public speaking terminology, strengthen
the relevance of the content to the workplace, and simplify phrases
and word choices so that the handbook could be used more easily
for independent learning. These revisions were intended to further

improve the overall quality and professionalism of the handbook.

4.3.8 Dissemination & Implementation

This handbook has been officially registered for Intellectual
Property Rights (IPR), ensuring its legal protection as an original
educational product. Following the registration process, the
handbook was formally distributed to the Student Executive Board
(BEM), Student Welfare Division, of the Vocational College at
Diponegoro University. The handbook was specifically designed
as a learning resource for vocational college students preparing to
undertake internship programs. It is intended to serve as an
essential guide in helping students develop the skills and
confidence needed to communicate effectively in professional

workplace settings, particularly in English public speaking.

Implementation and distribution of the book to Student
Executive Board (BEM), Student Welfare Division, of the

Vocational College at Diponegoro University.
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Figure 4.1 9 Implementation and distribution of the book to Student
Executive Board (BEM), Student Welfare Division, of the Vocational
College at Diponegoro University

This dissemination process marked the initial implementation
of the handbook as part of a structured learning model. Through
the utilization of this handbook, students are expected to enhance
their readiness and confidence in workplace communication before

entering their internship programs and future careers.

4.2 Discussion

The findings indicate that the Speak Easy: English Public Speaking
Handbook for Interns and Early Career Employees is feasible and effective as a
learning medium for English public speaking. The expert validation results
confirmed that the handbook met the criteria of content, language, presentation,
and design quality. In addition, the field test produced an average score of 4.29
(Strongly Agree), indicating that the handbook was considered practical, relevant,
and beneficial for improving workplace communication skills from a
methodological perspective, the findings also support the application of the Borg
and Gall (1983) Research and Development (R&D) model, which emphasizes the
systematic development, validation, revision, and evaluation of educational
products. In this study, the model was adapted by simplifying several development
stages, following Borg and Gall's recommendation that R&D procedures may be

modified according to the research context and available resources. Despite this
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simplification based on Borg and Gall’s statement, as cited in Emzir (2013), the
handbook successfully met expert validation standards and received positive
responses from users, indicating that the adapted R&D process was effective in

producing a feasible and practical learning medium.

These findings also support the studies of Darnawati et al. (2021) and
Yosoa, Widiana, and Jayanta (2024), which found that handbook-based learning
media are valid, practical, and effective in supporting learning. However, unlike
those studies, the present handbook focuses specifically on English public
speaking for workplace contexts by integrating bilingual explanations, authentic
workplace situations, role-play activities, public speaking strategies, and QR-code
video materials. The findings are also consistent with Misra and Yadav (2016),
who reported that public speaking practice enhances learners' confidence and
communication performance. The positive responses from participants suggest
that the handbook provides practical guidance that supports confidence and

communication readiness in professional settings.

One of the strengths of this study is the development of a workplace-
oriented handbook specifically designed for internship students and early career
employees, a target group that has received limited attention in previous studies.
The integration of various learning components into one resource also makes the
handbook practical for both independent learning and guided instruction.
However, this study is limited by the relatively small number of participants and
the absence of an experimental design to measure improvements in speaking
performance. Therefore, future studies are recommended to involve larger samples
and evaluate the handbook's effectiveness through experimental research. The
findings have both theoretical and practical implications. Theoretically, this study
expands the application of handbook-based learning to workplace English public
speaking. Practically, the handbook can be used by universities, vocational
institutions, and workplace training programs to prepare learners for professional

communication.
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Overall, this study addresses the research problem by providing a validated
learning resource that responds to the lack of workplace-oriented English public
speaking materials for internship students and early career employees. The
positive validation and field-testing results indicate that the Speak Easy handbook
offers a practical solution for improving English public speaking readiness in

professional contexts.
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