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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. 
	Please insert your completed assignment ( in word format)  here:
1. What are the five ingredients for managing a meeting?
 
            In order that we manage any meeting effectively we need to command
            attention and authority in a way that engages our employees.  There are 
            a few essential ingredients that we can add in commanding attention.  Our 
            dress presentation can be key and dressing appropriately and in a
            professional manner can certainly guarantee a listening crowd.  We need
            to ooze confidence and physically hold ourselves erect and straight while 
            projecting our voices, while holding gaze to audience and pausing before 
            we enter into the meeting process. Our beginning must be powerful to 
            engage and hold interest and we need to show strength and vigour in 
            how we speak.  To be able to establish this early on will give us
            a clear win to the end and almost ensure a strong finish and a guarantee
            that our points have been taken in.

            In order to keep it relevant and engage our attendees we need to make 
            good preparation for our meetings, no matter how adept we are and
            thinking we can wing it, it doesn’t always work and the best of need to
            make good prep in choosing the topics that affect all attendees this will
            almost certainly guarantee a receptive audience and an interested one.
            We need to be skilled in creating questions from these topics so that we
            can encourage participation amongst our employees.  We need not be
            too controversial not too casual, we need wisdom at all times and guage
            our audience in order that we might anticipate some ‘prickly’ comments
            or feedback, so preparation is key in all things as we need to expect
            the unexpected and if the unexpected does arise we not show shock or 
             surprise we keep calm in these situations.  We can announce our 
             intention of the meeting during introduction and the ultimate outcome 
             we expect to gain from it.  This is not asking too much and employees
             will be impressed that their manager has thought things through and 
             that he/she has a command of the situation.  As I mentioned our prep is
             key to a lot of things and to ensure the good flow of the meeting we can
             allocate specific time slots for each topic, depending on how big/small
             the topic is.  So if we set these boundaries at the outset then our 
             employees will have an idea of how long the meeting will last and the
             manager will have set the precedent and know that if someone is
             going off topic that they can gently reel them in and back to the agenda.
             The manager might be wanting to give feedback in such a way that 
             will not offend and also guarantee effective production in whatever
             improvements he/she has suggested. So as the meeting progresses
             the manager can effectively pause to give credit where credit is due and
             add on a ‘however if we could just speed things up a little bit then we 
             can ensure the customer will receive their item on time’.  We can 
             continue to include our attendees and on summing up we can even 
             leave them with something to ponder on, an improvement question for
             instance.  It is essential that throughout we maintain interest by ‘being
             interested’ ourselves and being knowledgeable about every item on the
             agenda, our physical stance needs to exude confidence and our body
             language can be bold and upright while still showing concern for more 
             urgent items on the agenda.

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

Moving our speech from the dull to the dynamic requires a few easy steps.
We can practice and talk to ourselves quite effectively by looking in the
mirror for instance.  We get the opportunity to relax oneself and appear
friendly while standing with our arms in front of our body with our elbows
at 90 degrees and our palms at 45 degrees, leaning forward.  This says 
to the audience that you are here, present, interested and engaged and that you prove no threat to them.
We must have a point or what’s the point right?  We decide on a core message way in advance and bring the listener quickly to the point of 
action, making sure we include our theme into our introductory message.
Making frequent eye contact with members of the audience for a few seconds and engaging them will create an aura of confidence and that we might be familiar with them which is a really good way of getting the message across.
We must familiarize ourselves with where we will be speaking and maybe position ourselves in the area where we will speak by checking out the
microphone and visuals we might be using for powerpoint etc.
The audience like to listen to a person with feeling, so we can show that we are human and smile every once and a while.  It may require seriousness in some aspects of the speech, however breaking it up with a smile or laugh cab engage others as they warm to you.  We as the speech givers need 
to be relaxed also and smiling helps slow down our heart rate and helps us to breathe more easily.
Jokes are a big ‘no no’.  We can tell a funny story about ourselves which will endear the audience to us.


3. What are the best practices for offering feedback?

It is important for management to know their staff and not be too distant from them, especially when it comes to effective feedback.  All staff members are different and we need to be tuned into how our staff members prefer to receive feedback.
When offering feedback it’s important to keep the conversation positive no matter how serious the issue is we want to convey.  The conversation should remain respectful and positive at all times so as to preserve the integrity of the person involved.  Once we have established that safe
place and environment we have hopefully given the person a better frame of mind so that they may hear the other version of the issue.
Asking for feedback and agreeing on this in advance is also helpful, rather than imposing it on someone.  When appropriate we can let people know that we are giving them feedback and what the agenda for the discussion will be, this in turn gives the person time to prepare their side of the discussion if needed.
Effective feedback is usually considered ‘well timed’.  Put simply feedback is most useful when given at the earliest opportunity after the said behaviour or incident.
It needs to be specific and not all over the place or more general. So for example saying to someone ‘your work is not up to standard’ may not give them the specifics as the person might feel well ‘which part of my work’ so therefore a manager could say ‘aspects of your work are of a high standard, however you seem to leave some of the shelves unstacked.’  This is getting to the point and being specific so that the member of staff has been acknowledged for good aspects of their work, however told specifically were they are falling down.
Instead of coming across as judgemental in our feedback we can get descriptive instead, for example describing the problem will leave the person free to us this information as they see fit.
Feedback needs to be directed toward the behaviour the person can do something about,for example it needs to be within their power or limits and not impossible for them to carry out.
Feedback needs to take into account the needs of both the giver and receiver of that feedback, respect both ways.  Feedback can prove to be a destructive force when serving just the person giving the feedback and not taking into account the feelings of the person receiving feedback.
Feedback needs to be clearly given to the person and indeed it is always a good thing that the person can summarise their feedback back to the giver in their own words, again this denotes repsect within that relationship.
When group feedback is given to a group, both groups can check with others in their groups on the accuracy of that feedback, for example is this a shared view by the group or simply and individual view.


      Outline various feedback techniques:-

      A more traditional technique for feedback used is the ‘sandwich format’, were 
      you start of by saying something positive about the person’s behaviour such 
      as, ‘Alice great work on the urban green project, it was a hard fought case and
      you won it, well done, we value your great enthusiasm and attention to
      detail on that and how dynamic you came across in stating the company’s
      position on it, however I felt that we needed more written up about it in the 
      final report and we felt it was lacking in some of the detail.  We absolutely 
      value your contribution in all of these discussions and pitches you put
      forward and we’d love you to head up our next project so maybe for the next 
      final report we could have a little more information on that so that we can 
      make it available to our trustees, thanks so much.’

      There is also the open ended approach which usually moves right in to telling
      the person the issue at hand, no lead in at all.  So instead of soft soaping and 
      then getting critical we can say it outright, ‘Alice I would like a little more detail
      in the final report for the Urban green project please, you certainly impressed
      our funders and that’s really important as we’d like to keep impressing them
      especially next year again when funding comes along but if there isn’t 
      enough written in the final report our funding may be stopped and I know you 
      out of everyone have worked so hard to win them over’.  We have also given
      Alice some individual positive feedback in the previous paragraph which is 
      is another technique.
 
      One technique that isn’t advisable to use is constructive criticism, for 
      example saying to Alice, ‘Alice you just didn’t write enough for the final
      report and this needs to change for future projects.’  This can be quite
      disheartening for the employee and negative as in is this all of their work
      all of the time, is there nothing redeemable about my work?  So not a great
      technique to use. 
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