DS2 Business Digital Task - Process Log
Artefact: Slide Weekly Team Update
The purpose and intended audience
I developed a one-slide weekly internal team update that covers all customer requests. The slide reports the team's focus and includes 3 priorities. Team members should be able to read it quickly, not as an in-depth report or numerical analysis.
Reasons for choosing PowerPoint
PowerPoint works well because the message is short and visual. It lets the audience visualize the focus and the three priorities. Word would be more suitable for a longer explanation, and if verified response-time figures were available, it would be valuable to analyse them in Excel. The information provided about the task doesn't measure results; instead, it lists priorities, so a short PowerPoint presentation is an appropriate format.
Information and image used
The written material is based on the course handout, Information for your slide deck.docx. It focuses on faster replies to customers' emails, better tracking of customers' requests, and more transparent communication among team members. I replaced the image in the course example slide with a customer support team image. Image: team of people sitting at computers and wearing headsets. I did not provide any outside statistics and I did not say anything about the team's performance having improved already.
Changes made and design decisions
I condensed the content into a single slide with a strong title, bullet points, and three priority cards. A uniform blue, teal and light neutral color scheme draw a line between the information without overwhelming the slide. The main message is clearly highlighted, and the image matches the customer support theme. It uses a readable sans-serif font, with good contrast, spacing, and alignment to make the information easier to scan. The image has alternative text to help screen-reader users.
Evaluation and next steps
The slide effectively conveys the focus and priorities, but it does not provide evidence of improved response times. The results were not presented in the source handout, so I refrained from creating figures. When the organisation provides reliable data in the future, I can include response-time measures. I should open the file in PowerPoint, preview it in Slide Show mode and then go to Review > Check Accessibility before submitting.
