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Complete the template below (use the prompts in the Task 2 information document to help)
· Take your time, there is no limit – you have until Friday of Week 8 to submit
· Use any notes you have already made to help 
· The boxes will expand when you type
	Section 
	Your response (Use your own words!) 

	1.  Research 
	Preparing and delivering the presentation gave me an opportunity to practise communication skills, time management, and audience engagement. Reflecting on the experience helps me show what went well and what I need to improve as I prepare for Task. 


	2.  Presenting 
	 I started with PowerPoint, explaining how it helps with visual organisation and makes information easier to present. Then I talked about its limitations, like relying too much on slides or dealing with technical problems.After that I moved on to outlook to talk about outlook and presented the challenges and the limitation and how and what it is gonna affect 

	3.  Challenges you faced 
	During my presentation, I faced a few challenges that affected how confident I felt. I was quite nervous at the start, which made my voice shaky and caused me to speak faster than I wanted to. I also relied on my slides more than I planned, so I kept looking at them instead of keeping eye contact with the audience.. 

	4.  Actions to improve 
	To improve my presentation skills, I will start by practising more so I feel less nervous and more confident when I speak. I will also try to memorise my key points better, so I don’t rely too much on my slides. To make my explanations clearer,  when talking about limitations, I will break information into simpler points and rehearse how to explain them in my own words. I will redesign my slides with fewer words

	5.  Further steps needed to Prepare for Task 3
	To get ready for Task 3, I will make sure I plan everything properly and stay organised, so I know exactly what I need to do. I will go over my notes and research again, so my ideas are clear before I start working.I will also ask for feedback before the final presentation so I can fix anything that needs improving. By preparing early and practising more, I will be more confident and ready for Task 3.
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