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Introduction 
The report writer presented a PowerPoint presentation on Microsoft Teams about effective team working for 8-10 minutes. The PowerPoint discusses the differences between a team and a group and also the five stages of the Tuckman Theory. The presentation also included a well-rounded conclusion about the topics. All questions were answered at the end of the presentation and the report writer also provided handouts and a lesson plan attached on Microsoft Teams to everyone watching. 
[bookmark: _Toc36402841][bookmark: _Toc39682242]Name of Presenter

Student Name: Ripa Begum

[bookmark: _Toc36402842][bookmark: _Toc39682243]Aim:

The overall aim of the presentation is to help the audience understand the main differences between a team and a group and also how a team develops through the five stages of the Tuckman Theory.

[bookmark: _Toc36402843][bookmark: _Toc39682244]Objectives:

· Describe the differences between a team and a group in the workplace
· Introduce the Tuckman Theory which is a team development theory. 
· Discuss the individual five stages of the Tuckman Theory in more detail.
· Explain why the Tuckman Theory is effective in the conclusion of the presentation. 













[bookmark: _Toc36402844][bookmark: _Toc39682245]Presentation Content

Slide 1: Title: Teamwork
Slide 2: Introduction
Slide 3: What is a Team?
Slide 4: What is a Group?
Slide 5: What are the Differences Between a Team and a Group?
Slide 6: Introduction to the Tuckman Theory
Slide 7: Stage 1 – Forming
Slide 8: Stage 2 – Storming
Slide 9: Stage 3 – Norming
Slide 10: Stage 4 – Performing
Slide 11: Stage 5  – Adjourning
Slide 12: – Conclusion
Slide 13: – References 
Questions












Management Synopsis:
The main focus of this assignment was to work individually and produce and present a PowerPoint presentation on Microsoft Teams (See Appendix A for PowerPoint) based on effective team working in the workplace for 8-10 minutes. The PowerPoint discusses the differences between a group and a team and also the five stages of the Tuckman Theory. The presentation also included a well-rounded conclusion about all the topics talked about. As well as the presentation, accompanying handouts and a lesson plan (See Appendix A for handouts and lesson plan) was also needed and provided to the audience. Any questions asked by the audience were adequately answered by the report writer towards the end of the presentation. 
Unfortunately, due to the circumstances of the COVID-19 pandemic, the report writer was unable to present this presentation at the university and instead had to present their PowerPoint online through Microsoft Teams which made the process more difficult. Furthermore, presenting this presentation in the month of Ramadan - a time where many Muslims and the report writer are fasting - making it difficult for the report writer to present and produce their PowerPoint due to the tiredness from the lack of food and water throughout the day. Nonetheless, the report writer was able to produce their presentation on effective team working and the Tuckman Theory to their audience on Microsoft Teams. 
Completing this assignment successfully allowed the report writer to strengthen their knowledge on effective team working and the team development theories. In addition, it helped the report writer see how their communication and listening skills are and where some gaps may be as they were asked to give feedback to the other presentations they had listened to and also had to receive feedback from their audience. 

Evaluation of presentation and feedback:

After the report writer completed presenting their presentation, feedback forms were given to the audience which asked them to assess the report writer’s presentation (See Appendix A for feedback forms) – it included questions about the report writer’s first impressions, confidence, body language and communication as well as other questions about the PowerPoint. 
Feedback from the audience was analysed and it would suggest that the report writer was confident when presenting their PowerPoint presentation. Confidence is important when presenting as it shows the audience that the speaker is prepared and knows what they are talking about as being more confident allows you to speak with clarity and a more calm, focused tone. Arora, 2019). All members of the audience scored the report writer’s confidence as a 5 on a scale of 1 – 5 on the feedback form which suggests the report writer was confident and spoke with clarity when they were presenting their topic of effective team work to the audience. 
The audience also gave feedback on the report writer’s communication when she was presenting her PowerPoint. According to Management Study Guide, an individual has to make his communication impressive in order to deliver an effect presentation. The speaker must speak clearly and deliver their presentation in a quiet area so the audience do not get distracted and can focus on what the speaker’s presentation is about (Management Study Guide, 2018). The report writer was scored a 5 on a scale of 1 – 5 for communication from most of the audience which shows the report writer spoke clearly and got their points across to the audience. Although, one member of the audience scored the report writer a 4 for communication. To improve her communication, next time, the report writer should practice her presentation more in advance but also making sure not to memorize it otherwise her tone of voice may sound monotone and robotic (Kessler, 2019). 
Feedback from the audience on the report writer’s first impression was analysed and it would suggest that the report writer made a decent first impression, but it is also an area to improve on. First impressions are significant. It is important to be on time when presenting and also looking/dressing the part – how you dress and being well-groomed makes a huge impact on the way the audience views the speaker (Franchetti, 2016). 4 out of 5 of the audience rated the report writer’s first impression a 4 on a scale of 1 – 5. This would suggest the report writer had an adequate first impression on the viewers of her presentation but there is also room for improvement. One way the report writer could improve their first impression on the audience is to make sure to dress professionally and formally. The report writer must also use appropriate facial expressions, so they come across as more likeable to the audience before they begin the presentation (Johnston, 2018). 
Another area to improve on is the report writer’s body language. Appropriate body language is important as it helps the speaker engage the audience. Good eye contact, confident posture and good hand gestures allows the speaker to connect with their audience (Barron, 2019). All members of the audience rated the report writer’s body language a 4 on a scale of 1 – 5 which shows there is room for improvement. Due to the COVID-19 pandemic, it was difficult for the report writer to show appropriate body language on Microsoft Teams on a screen. Although, next time, the report writer should keep the laptop further away so the audience can see her more clearly. Next time, the report writer should make to maintain eye contact with the camera so it engages the audience, but they also need to make sure not to stare otherwise the audience may feel uncomfortable. Good posture is also needed next time, so the audience realise the report writer is confident when they are presenting (Eton, 2018).

Ripa’s Reflection:

My assignment was to produce and present a PowerPoint presentation on effective team working in the workplace while also discussing a team development theory – I had chosen the Tuckman Theory. 
[bookmark: _GoBack]When I first started making my presentation, I was struggling a bit as I had never made a presentation and presented it before. I didn’t want to make the paragraphs on the PowerPoint too lengthy or the audience could have gotten bored but I also knew they couldn’t been too short otherwise they would have been hard to understand but in the end I think all bullet points and paragraphs were the right length and summed up the topic well. 
I also knew a PowerPoint couldn’t be too flashy and colourful but also not dull and boring, so I tried to include appropriate pictures and graphs that went along with what I had written and what I was saying. I was very pleased to find out from the feedback that some members of the audience enjoyed the pictures I had included. 
Another thing I struggled with was timing. After practicing my presentation and timing it the first time, it had only come up to about 6 minutes long which was nowhere near the time frame. So, going back and researching online more was something I had to do so my presentation would fit into the time frame correctly. Fortunately, on the day of the presentation, it came to about 8 minutes. 
I had always found public speaking very daunting as I never considered myself as a confident person when talking in groups – I usually become very reserved and nervous, so I knew this assignment was going to be challenging to complete. Furthermore, as English is my second language, I knew I would have to practice pronouncing certain words more carefully so I wouldn’t stumble over the words I found harder when I was actually presenting. I felt very anxious the whole time but getting a 5 out of 5 from every member of the audience in confidence made everything feel very worthwhile. 
In addition, presenting my PowerPoint in the middle of Ramadan wasn’t ideal. Due to the lack of food and water, I felt more tired than usual and it was difficult to keep on top of everything. Furthermore, on the day of the presentation, my mouth was feeling particularly dry due to the lack of water and I was afraid it would make it more difficult for me to communicate with the audience and get my point across but getting 5 out of 5 for communication from nearly all members of the audience shows it wasn’t as big of an issue as I thought it was going to be. 
Another thing that wasn’t ideal when presenting was the circumstances with the COVID-19 Virus which made it more difficult to present effectively. Due to the pandemic, I had to present my PowerPoint presentation online through Microsoft Teams. I was worried that when I was presenting my microphone might cut of suddenly or my PowerPoint wouldn’t load correctly but fortunately, that didn’t happen, and everything had gone to plan. 
In conclusion, even though I practiced my presentation quite a bit, there are still room for improvements that I had to keep in mind for next time, such as my body language. It was difficult to have appropriate body language due to the circumstances with the COVID-19 Virus which meant everyone saw me on a screen but there were things I could’ve done to make my body language better such as sitting a bit further away from the screen so the audience could see my hands more or sitting in better lighting so it was clearer to see me.
Finally, I’d like to mention how our team has worked amazingly even in these difficult circumstances and how we’ve all been helping each other with anything anybody finds difficult via WhatsApp (See Appendix B). I also feel I need to make a particular, extra special mention to our hard-working lecturer, Beth Lowden for helping us with any difficulties we’ve had and working with us through this particularly hard time. She provided extra workshops that we have needed in her own time and they were appreciated by all. 

Conclusion
To conclude, completing this assignment and stepping out of my comfort zone allowed me to become more confident when speaking publicly and also helped me improve my communication skills. Furthermore, this assignment helped me realise my weakness and the things I have to improve on, such as making a good first impression on somebody and using appropriate body language when presenting to get the audience engaged – these are things I have to complete for next time. Overall, I believe my PowerPoint presentation on effective teamwork was successful and it also allowed me to learn new things and improve the skills I already possess.



Appendix A:
PowerPoint Presentation:
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Lesson Plan:

	Slide:

	Duration:

	Title: Teamwork

	15 Seconds

	Introduction

	20 Seconds

	What is a Team?
	15 Seconds


	What is a Group?
	10 Seconds


	What are the Differences Between a Team and a Group?
	1 Minute

	Introduction to the Tuckman Theory.
	25 Seconds


	Stage 1: Forming
	30 Seconds


	Stage 2: Storming
	20 Seconds


	Stage 3: Norming 
	30 Seconds


	Stage 4: Performing
	30 Seconds


	Stage 5: Adjourning
	20 Seconds


	Conclusion

	40 Seconds

	References and Ending

	20 Seconds

	Questions

	1-2 Minutes











Handouts:
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[bookmark: _Hlk40452686]RIPA’S FEEDBACK FORM:
Rate 1-5 on each component of Ripa’s presentation skills (1-lowest to 5-highest):
	Name
	First Impression
	Confidence
	Body Language
	Communication

	Louise
	4
	5
	4
	5

	Holly
	4
	5
	4
	4

	Sione
	4
	5
	4
	5

	Rahim
	4
	5
	4
	5

	Tamin
	5
	5
	4
	5



Did the accompanying PowerPoint slides support and convey the message properly?   YES or NO
Louise – Yes                            Sione – Yes                            Tamin – Yes
Holly – Yes                              Rahim – Yes

Did the accompanying handout support the presentation accurately?                YES or NO
Louise – Yes                            Sione – Yes                            Tamin – Yes
Holly – Yes                              Rahim – Yes

Did you feel you learnt on the subject covered?   YES or NO
Louise – Yes                            Sione – Yes                            Tamin – Yes
Holly – Yes                              Rahim – Yes

Overall, how did you feel the presentation went? (between 1-lowest to 10-highest).
Louise – 9                           Sione – 9                        Tamin – 9
Holly – 9                             Rahim – 9
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I've added this too my assignment.
I think we should ALL put it in our
reflection. It's after all teamwork,

communication and the truth g
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"Finally, | feel I need to make a special
mention to our had working lecturer
Beth Lowden for her Herculean effort
helping us, and getting us through
this burdensome time. The extra
workshops delivered in her own time
was appreciated by all. A special
mention has to be also be given

to Julia Ault, a fellow lecturer for

her formidable effort to emend the
student resources to the changing
environment and ultimately to the
benefit of ourselves. Well done to
both!" 3:16 pm

Just write your own version e
3:16 pm

+44 7896 549058 ~Louise

| totally agree with you Rahim, ¥
not only has Beth had to adjust

|" ype a message » O o
<

I @




image21.jpeg
3244 O =

L4 ponty Group Chat
< k) Liza Bhabi, T.man, +44 7305 146...

was appreciated by all. A special
mention has to be also be given

to Julia Ault, a fellow lecturer for
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student resources to the changing
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benefit of ourselves. Well done to
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+44 7896 549058 ~Louise
| totally agree with you Rahim,

not only has Beth had to adjust

to tutoring from home, the extra
sessions were a great help. 3:20 pm
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It's the least we can do! 57,

| definitely agree with you both. Beth's
extra sessions were very helpful and
also | would like to thank you guys
for helping me when | was finding the
presentation very difficult You guys
really helped me through this. Thank

you 3:24pm v
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Agreed, those extra sessions where
particularly helpful and the way Beth
and the university, as well as all of us
have adjusted is amazing. | believe
this group chat has really helped us
all aswell, we have all helped each
other in some way x

| also believe you should all give
yourselves some credit too for doing
so well on your presentations. | think
everyone of you considering your
nervousness delivered successful
presentations. Well done.
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