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Q.1
There are five ingredients we can use to manage a successful meeting, these are as follows
1. Consider the desired outcome
Think about why you want to call a meeting, who should be present? What do you expect as a result of the meeting? Without taking these into consideration and planning, a meeting can be a waste of time and money and be counterproductive.
2. Create an agenda
Once the reasons for the meeting are established, you should create an agenda. Agendas make for a successful meeting, they inform people of what to expect, outline topics, list key points and state the desired outcomes. Giving out the agenda prior to the meeting helps you and attendees prepare, it is also helpful in keeping the meeting focused.
3. Identify and invite key participants
Identify who should be present, who do you need at the meeting, this should include anyone who will help reach the outcome you desire and anyone who will be affected by the meeting. Make sure to distribute meeting results to all attendees and also to those who were unable to attend.
4. Present issues and stay focused on the goal.
Be sure to set up any equipment, tools, reports etc, before the start of the meeting. This will assist you in keeping to a time schedule and be a more effective meeting. It is important to speak clearly, respectfully and constructively and encourage others to participate. Be sure to stick to the meeting agenda if you find the meeting going of topic or getting personal, refocus and get back on track.
5. Wrap up the meeting
Once all the points on the agenda have been covered, its time to wrap it up, avoid urges to continue and officially close the meeting. This involves confirming, clarifying and recapping of what has been discussed. think about your meeting, did you achieve the results you wanted to, it maybe that you need to reschedule or arrange follow up meetings. Afterwards distributes meeting minutes to everyone and ask for any feedback.

Q.2
A good presentation should be well planned beforehand, do not wing it. To create a dynamic presentation rather than a dull boring one, we can use these 7 steps to pump up the presentation.
Step 1. Talk to yourself
Practice your presentation in the mirror or record yourself, this is a good way of learning how you come across and improve yourself if need be. Look relaxed, friendly and confident, look at your body language, these are all factors to help you engage with your listeners.
Step 2. Have a point
Be sure about what message you want to put over ahead of the presentation. Be quick to reach the point so the listener can become quickly engaged.  
Step 3. Look them in the eye
Maintain frequent eye contact, this will help get your message across ad it creates a confident and familiar atmosphere within the room.
Step 4. Know the room
Before the event go and have a look around and familiarize yourself with the venue, this helps you to see what is available to you, such as any equipment, microphones, podium etc, you may even want to rehearse.
Step 5. Crack a smile
Smiling is a good relaxer and it can also help calm your breathing. It is also inviting; your audience want to listen to someone who looks confident and enthusiastic.
Step 6. Pump up the volume
You need to be louder than you think during the presentation, it requires a lot of energy and volume to create a good presentation.
Step 7. Don’t be a comic
Avoid telling jokes, this can come across as unprofessional and offensive to some people. If your wish to use humour, then do so by telling a funny story about yourself or your own experiences.
By following these steps, you can create a successful presentation.

Q.3
Some of the best practices for offering effective feedback are as follows
· Be timely
Do not wait days, weeks or months to give feedback to someone, weather it be negative or positive. Feedback will be a lot more effective when delivered at the time of the event.
· Be specific
Be specific about what you are giving feedback about, this will be more effective, if feedback is vague it may not be useful to the employee or the company.
· Be impactful
If we paint a picture of company success, this will be more impactful. By showing them the effects of their performance, positive or negative, it can prove to be more effective.
· Be caring
Both negative and positive feedback should be given in a compassionate and caring manner. Feedback is a source of motivation, so the way in which it is delivered can make a big difference to how it is received.
· Be open minded 
When having a conversion about performance, give the employee opportunity to share their own feedback in regard to their own performance. You can share any concerns or ideas that you both may have. 

Q.4
Different types of techniques to achieve effective feedback are required for different situations. Outlined below are some of those techniques.
The Sandwich
This technique minimises the effect negative feedback may have on the individual and helps them to stay motivated. 
Stages of this technique: 
1. Start with some positive feedback
2. Introduce some constructive or negative
3. Close with specific feedback regarding their value to you and the company
Situation – Behaviour – Impact
This technique allows the learner to reflect on the situation and their behaviour. They can discuss with you ways to improve their behaviour.
Stages of this technique are:
1. Define what the feedback applies to
2. Define the specific behaviour you wish to address
3. Lastly describe how that behaviour affected you and the other colleagues
Pendleton’s 
This technique makes the learning experience more constructive. The issue is identified by the learner and the person giving the feedback then has a discussion with them about how to improve.
Stages of this technique:
1. Highlight positive behaviours first
2. Reinforce these behaviours, including ways to achieve them
3. Close with what they could have done differently
We can use all of these techniques as what may work for one may not be suitable for others. Sometimes a different approach is needed.
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