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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	
1. The five ingredients for managing a meeting are

i) Consider the desired outcome – define a purpose for the meeting
ii) Prepare an Agenda and outline the expected outcome - send out a list so everyone knows what to expect
iii) Invite key people – make sure everyone with a stake in the topic is represented
iv) Present the Issues and stay focused on the goal
v) Close the meeting – review and summarize the discussion


2. The seven steps that can be taken to pump up your presentation are

i) Talk to yourself – Practicing in front of a mirror, this will enable you learn how to look relaxed and friendly and stand in a position that says, “I’m here, I’m engaged and don’t have a weapon”.
ii) Have a point – Ensure that you have chosen your core message ahead of time, this will enable you to bring the listener to the point of action quickly as you will have been able to craft your theme into your introductory passages.
iii) Look them in the eye. -This will help get your message across by making frequent eye contact with the listeners in the audience for just a few seconds, creates an aura of confidence and familiarity
iv) Know the Room – Check out the venue you are speaking at in advance, practicing with the microphone or any other visual aids will help.

2. Continued


v) Crack a smile – This shows you are enthusiastic and confident, smiling also helps to relax you 
vi) Pump up the volume – User a louder voice than you think you need
vii) Don’t be a comic – rather than risk offending someone by telling a joke tell a funny story about yourself



3. The best practices for offering feedback are:

i) Keep the conversation positive.
ii) Feedback should be asked for or agreed upon ahead of time
iii) Effective feedback is well timed – most useful at the earliest opportunity after the given behavior
iv) Feedback should be specific
v) Feedback should be descriptive rather than judgmental or evaluative
vi) Feedback should be directed toward behavior the receiver can do something about
vii) Feedback should consider the needs of both the receiver and the giver
viii) Feedback should be clear



4. There are various feedback techniques.  The traditional feedback format is the “sandwich” format.  This format usually means that you will start with a positive remark about the person’s behavior, followed by the description of the behavior you want to see changed e.g. you would like a person to be more precise when Completing documentation, and then fishing on a positive note maybe by expressing the persons value to the company.
Another technique is the open-ended approach. With this approach there is no lead in you go straight to the point that a certain behavior must change and then finishing with the positive spin about that persons value to the company. An Individual positive feedback statement is another technique that can be used – this enables you to confirm that the person is doing well. 
Constructive criticism can be used in rare circumstances, when you have to use this technique you will not be using any positive remarks but you are telling the person that a certain behavior has to change. 
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