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Managing Meetings and Giving Feedback   
Answer the following questions:       
 
1. What are the five ingredients for managing a meeting?   (06)

The five ingredients, to managing a meeting are to keep your contributions short, sharp to the point being raised.  The points you raise, ideally are to impact specific areas.  Do not take too many notes, to lose track of what is going on.  Remember to stay focused, as most meetings have minutes and copies will be available after the meeting.  It is important to avoid interrupting others, allow others their time to talk.  Do not allow others to interrupt your time.  Think about your nonverbal behavior, which is the tone and use of your voice.  Lastly, time your contributions.

2. What are the seven easy steps to pump up your presentation?  (08)

The seven easy steps to pump up your presentations are to 1) Talk to yourself. Practice in front of a mirror, trying to look relaxed and friendly. 2) Have a point. Decide on your core message ahead of time. 3) Look them in the eye. Making frequent eye contact for a few seconds with listeners in the audience will create an aura of confidence and familiarity. 4) Know the room. Boost your comfort level by checking out your speaking venue in advance.  5) Crack a smile. Smiling tells the audience you’re enthusiastic and confident—just the kind of person they want to hear. 6) Pump up the volume. People need more energy than they think to make a strong presentation. Use a louder voice than you think you need. 7) Don’t be a comic. When you tell a joke, you might offend somebody. Tell a funny story about yourself instead. 

 
3. What are the best practices for offering feedback?    (08)

The best practices for offering feedback are, to always try and focus feedback to a positive message.  Always important to remain respectful, positive towards the people you are talking to.
Feedback, ideally should be asked for in advance, to avoid one the spot situations.  Preparing both sides to all meeting helps to establish feedback in advance.  Feedback should be specific rather than general.  Feedback should be descriptive rather than evaluative or judgmental.   Feedback should be directed toward behavior, for correction.
  
 4. Outline various feedback techniques.     (08

Feedback Techniques  
 
Feedback has traditionally been given in the “sandwich” format. 
 
In the sandwich, you begin by saying something positive about the person’s behavior, such as, “Roger, you are one of the fastest workers in here. You understand computers better than most of the people I work with.” 
 
Then comes the description of the behavior you want to see changed. For example, “I would like you to be more precise with your documentation. You come up with brilliant solutions that never get recorded and I’d like you to change that.” 

There is also the open ended approach to providing feedback.  Individual positive feedback statements are another technique used in approaches to obtain feedback. Constructive criticism is a method more known for providing a straight and open opinion on feedback to a standard of service that someone might consider as poor or needing immediate improvement.
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