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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. 
	Answer the following questions:
1. What are the five ingredients for managing a meeting?
We have all experienced meetings, in which there were spent and wasted lots of effort and hours and still not having got at the end what was earlier expected due to the lack of managing the meeting and not well preparation of it. It is proved that half of the hours spent in meetings are wasted.
To avoid this, during the meetings:
i) Keep your contributions short
Considering the fact that, the Meetings are minuted, it is only effective to address your valuable objectives, opinions, statements short and clear in order to be easily understood. 
ii) Keep reasonable number of Notes
As previously said, most Meetings are minuted, therefore having lots of Notes with you might get you confused as you might lose track of them, therefore, it is advised that you minimize the notes and write them down in an order to avoid such situations. Keep only the notes that have high importance to your meeting contribution.
iii) Avoid Interruptions
During a meeting always avoid being interrupted as it will be having a negative or at least minimal impact in the contribution you are giving. Do not interrupt the others as well. If in some meetings you find difficult to involve and give your contributions, and you feel the need to interfere, you should always do it firmly and politely. And if you feel that it will be difficult to have your turn again, do not feel afraid to point your statements at one time.
iv) Think about your non-verbal behavior
When in a Meeting, it is always important to have a sitting not only that you can easily be heard but also can easily be easily noticed and seen. Choose a place that you can have eye contact with everyone and especially the ones you are addressing your statements. It is recommended that while speaking you spread the eye contact to everyone during the meeting but focus mostly on the ones you are addressing your statements to.
v) Time your contribution 
 Await for your time to rise your contribution to the meeting at the best of it to have an important impact but do not wait for your opposing ideas while it is almost time to have a verge to the topic. Be always ready to give your contribution on the right time and without interrupting the others. If you are asked to give an answer or a feedback to a certain topic/answer do not be afraid to ask for time to think of it.
2. What are the seven easy steps to pump up your presentation?
It happens at our work, everyday life or any other scenario that we have to take a stand and present a report, a political view or whatsoever. Many people are not aware of the importance of the way we address and stand to these views will have a different impact to the people in front of us.
Affective presentation skills are essential in building credibility and delivering the message we stand for and we address to.
In order to have our presentation to be dynamic and effectively addressed here are some techniques to do it so:
i) Talk to yourself, practice with yourself
 No matter how good you think you might be, it is highly recommended that prior to have the presentation you should practice it with yourself, talk to yourself. You might easily practice it in front of a mirror and while doing so you get to improve more and more. While doing so, practice to engage your arms and elbow in 90 degree and your palm in 45 degree angle. In this way you are telling your listeners that you are open to them.
ii) Have a Point
For every presentation you are standing for, keep your core message clear ahead of time in your head so that after your brief and essential introductory passage you get right to the point you want them to be addressed. Be clear and effectively understood for your point.
iii) Eye Contact
While you address your point, be all the time in eye to eye contact with the listeners for at least few seconds. It means that you are confident on your message and will create a trustful relationship with the listeners. 
iv) Know the room
Get to know the place where you will be performing your presentation. Feeling like you know the place will make it easier while having your presentation later. If microphone and speakers will be used, get to know and practice with them before.
v) Smile
Having a natural smile on your face while talking to the people will be perceived as you are confident and will be making them feel more familiar and enthusiastic. It will help you while addressing your message to them.
vi) Pump up the Volume
Use a higher volume than your normal while speaking to the people. They want to be felt enthusiastic and alive. It will be perceived as you are energetic and vivid.
vii) Don’t be a Comic
Be careful while you tell jokes during the presentation, some people might get hurt on them, therefore always be careful and tell funny jokes of yourself instead. 
3. What are the best practices for offering feedback?
Employees and managers have to deal with feedbacks almost all the time. When done in the proper way and at the right intentions, feedback can turn very productive and usually will lead to better performances. It is believed that, when giving feedbacks, you better start with compliments and positive ones before criticism. Therefore it is recommended that first, get to know the people you are addressing it.
Giving feedback is a skill and like all skills it needs techniques and practices. 
a.) Keeping positive conversation. Though you are planning to deliver mainly criticism and negative feedbacks, start the conversation with complimenting the receiver, keep a positive environment, create a warm and acceptable conversation, be respectful and preserve the integrity of the people involved. In this way they will be comfortable and open to negative feedbacks or criticism. 
b.) Permission to ask or agree in giving feedback. Giving a feedback, it is always better asked for it or agreed to give it first, not forcedly imposed. Before providing feedback, you should ask for the appropriate time, the right agenda and in order for the involved person to be prepared.
c.) Appropriate Timing. Always give feedback at the right time, best advised immediately after the behavior has taken place. Feedback isn’t about surprising someone, instead the sooner you do it, the more the person will welcome it. 
d.) Be specific. When giving feedback, be very specific. You tell the person exactly what he/she was good at and what exactly he/she needs to improve. It is recommended that you give your personal feedback rather than what you hear from other people. 
e.) Descriptive Feedback. The feedback should be descriptive, rather than very judgmental, comparative or evaluative. 
f.) Behavior Feedback. The feedback should be addressed to the behavior so that the receiver can improve and benefit about it.
g.) Considering Feedback needs. Both the Feedback receiver and giver should take into accounts the needs for it. 
h.) Clear Feedback. The feedback should clear enough for the receiver to understand it. Sometime, the receiver can summarize and repeat the giver’s feedback in his/her own understanding until they synchronize.
i) Group feedback accuracy to be checked first. When a feedback is given in group it is recommended that the given feedback’s accuracy is checked with everyone. 

4. Outline various feedback techniques.
As mentioned earlier, giving feedback is a skill and requires various techniques in order to be productive. Here are some techniques in giving feedbacks. 
Sandwich Feedback
During the Sandwich Feedback, you praise the receivers behavior such as “My Love, you have the best voice in this Karaoke idol competition. You always come up with amazing songs choices.”
Then, you give to the person the behavior you want to change or another suggestion. For example, “I would like you to be more careful with your songs selections. Your song selections are all amazing but some of them are a bit difficult to your voice range and I would like you to not risk on that.
Finally back in praising the receiver again, like “Your songs selections are unique and seems that everyone else in the public agrees with me while they all loudly applaud to you. I believe in you and I know you can really make it to the final.”
Open-ended approach
During this technique, you tell the person right what he needs to change in his/her behavior like “My Love, I would like you to be more careful with your song selections. Your song selections are all amazing but some of them are a bit difficult to your voice range and I would like you to not risk on that” and then you praise the person like “You have the best voice in this Karaoke Idol competition and you always come up with amazing songs choices. I believe in you and I know you can really make it to the final.”
Individual Positive Feedback
It can be a simple positive statement like “My Love, you have the best voice in this Karaoke idol competition. You always come up with amazing songs choices.”
Individual Criticism Feedback
This is not much recommended, because the receiver at times might not be accepting it very warmly. This type of technique might be like “My Love, I would like you to be more careful with your songs selections and some of them are a bit difficult to your voice range.”
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