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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. 
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1. What are the five ingredients for managing a meeting? 
Managing meetings effectively starts with a careful preparation and planning. This involves preparing or obtaining the agenda for the meeting in advance, selecting relevant participants, reading any relevant reports, establishing measurable objectives for the meeting, and making notes of any important points and issues that need to be raised. 
It is important to keep to the schedule, and start and end the meeting at the agreed time. Contributions should be kept short, to the point, and raised at relevant time. Sticking to the meeting agenda, and summarising each point and agreeing on the action plan before moving to the next issue will save time and help to keep the meeting on track. 
Taking notes of important points will help with reporting and follow-up on the meeting, but it is not necessary to write down every word being said as this may result in losing track of what is going on in the meeting.
Managing attendees’ participation in a meeting can be managed using facilitation skills--i.e. attending, observing, listening and questioning—that will help to encourage involvement of participants and enable them to comment and ask questions. 
It is also important to think about our non-verbal behaviour during a meeting, such as maintaining appropriate eye contact when speaking and listening, and controlling the tone and volume of our voice.



2. What are the seven easy steps to pump up your presentation? 
Public speaking and presentation is an important skill every leader needs to master. An effective presentation should tailored to the audience’s needs, capture their interest, and deliver the core message as set by the presenter. The seven easy steps to make an effective and dynamic presentation include:
1) Practice - the more familiar the presenter is with the subject of the presentation and the material itself, the more confidence they will project, and the easier it will become to gain the trust of the audience. The practice should include the tone and volume of our voice, especially when making important points, as well as our body language. Gesture should be open, relaxed, and friendly, and project confidence. The presenter should move naturally around the stage and gestures, such as crossed arms, hands in pockets, or any aggressive gestures, should be avoided. Practising our presentation aloud and in front of a mirror will help us to get familiar with the material as well as observe our natural non-verbal communication postures, and enable us to adjust our body language to project assertiveness and confidence. 
2) Have a point – planning and thorough preparation of a presentation will help us to focus on the core message we want to deliver, grab the audience’s attention at the beginning, and keep to the point throughout the presentation.
3) Make eye contact – maintaining eye contact with the audience helps to connect and build rapport with the audience, and build confidence that will help to drive our points through.
4) Smile – smiling, as well as eye contact, helps to build the rapport with the audience and show listeners our passion and enthusiasm for the subject. Smile can also boost our confidence, reduce heart rate, and make us feel more relaxed.
5) Know the room – checking the speaking venue before the presentation will help us to get familiar with the space, find out any limitation of the venue, and set up any visual aids in advance, thus avoiding any setbacks during the presentation.
6) Pump up the volume – using a stronger voice will deliver a more dynamic presentation. Varying the tone of our voice and the speed at which we talk to stress different points in our presentation will keep the audience’s attention, and make the presentation more interesting. 
7) Don’t be a comic – telling jokes to liven up a presentation can be contra-productive, as it can offend some people in the audience. Instead, using a funny story about yourself can help to break the ice and capture the attention of the listeners. Interesting stories that illustrate the main points in the presentation will engage the audience and help them to remember the key points. 


3. What are the best practices for offering feedback? 
Feedback is information that we give to or receive from others about our (or their) perception of our performance relative to set objectives and goals. 
Although feedback is often perceived as something negative, learning to understand feedback, and using it in the right way, can help us to improve our performance and skills. For managers, feedback is an important tool for increasing employees’ motivation and productivity, and reinforcing desired behaviour.
In order to give effective feedback that will be constructive, encourage our employees’ to achieve set goals, and reinforce desired behaviour, we need to know the people, understand how they prefer to receive feedback, and create an atmosphere of trust.
An effective feedback should be: 
Provided in a professional manner - the conversation should be kept positive and respectful.  The employees must be able to maintain their sense of self-worth, even in situation when we need to deliver negative feedback. Employees that feel valued are more willing to accept constructive criticism, and make the necessary changes to improve their performance, and 
Agreed in advance rather than imposed – agreeing to give or receive feedback, and outlining the agenda, in advance will give people an opportunity to prepare for the discussion 
Well-timed – feedback, whether positive or negative, is most effective when given at the earliest opportunity after the occurrence of the behaviour
Specific – being specific and giving detailed examples of behaviour will help the employee understand the issue
Descriptive rather than judgmental or evaluative – the feedback should be based on facts, not assumptions, provide details of the behaviour, concentrate on the behaviour, not the person. 
Understood by the receiver – the feedback needs to be clear to the receiver so that they understand what is expected of them, and make appropriate changes in their behaviour. This can be achieved by asking the receiver to summarise the feedback in their own words.

Feedback should also be actionable and directed towards behaviour the receiver can do something about, delivered in a supportive manner, take into account the needs of both the giver and the receiver, be on-going, and always followed-up with an action plan for implementing desired changes agreed with the receiver. In a group feedback, there is an opportunity to verify the accuracy of the feedback with the group.


4. Outline various feedback techniques.
When giving feedback various techniques can be used. Traditionally, the technique often used is the sandwich format. This approach starts with giving positive comments on the feedback recipient’s strength, that provide reinforcement and identifies the behaviour we want to see continue. The next stage is to identify and discuss the areas of improvements and behaviour that we want to see changed. The conversation is concluded with a positive comment that will boost the confidence or the recipient, offer support, and provide encouragement. The sandwich technique can be a useful approach however, it may confuse the recipient of the feedback, and any negative comments may overshadow the positive points we were trying to make. Also, it may be difficult to use when we dealing with a problematic and constantly under-performing employees.
A more open-ended and straightforward approach, that concentrates directly at the behaviour that need to be changed, and addresses only one issue at a time. There is no lead-in with this technique, but it involves reminding the employee about their value for the company may be more effective. The open-ended approach can also be used for giving feedback in order to reinforce positive behaviour, or for individual constructive criticism.
Another technique is the Stop/Start/Continue format, where during the discussion starts with explaining the recipient of the feedback:
•	what they should stop doing
•	what  they should start doing
•	what they should continue doing

Whichever feedback approach is used, it is vital that the conversation stays clear, honest, and positive. It is important to stress the impact of any undesirable behaviour on the company as a whole as well as co-workers, and explain how the desired change will positively impact the whole organisation and the recipient’s own career. Discussing employees’ performance should be an ongoing open dialogue, where the feedback recipients also have the opportunity to express their concerns, and communicate their perspective of their own performance. 
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