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As part of the Skills for the Workplace CertHE, students had to make a presentation on Effective Teamwork as a team. Due to the Covid-19 2020 pandemic, teams had to work from home and University resources were put in place to support students online learning. However it was decided that students were to submit individual presentations. The level 4 Cohort at Treforest decided to work together via group chats to support each other through written communication and as a back up to the loss of verbal, face to face lectures. Evidence of our team work is provided in Appendix A. The team worked well together during this difficult time, and all helped each other in some way. Conversations also took place regarding how grateful we were for our lecturer and university staff in providing us with accessible and informative learning. This has also been documented in Appendix A.
Students signed into Microsoft Teams for lessons, support sessions and to present their individual PowerPoint presentations which were recorded. The new way of learning was easy to adjust to, although it is noted that this was not the case for all students. Working remotely was easier than making it to Cohort sessions, usually the rush from workplace to university can be quite stressful, so working remotely from home was a welcomed experience. Navigating Microsoft Teams was easily adaptable with the help of our lecturer and I feel that I learnt how to use the programme quickly. Learning new skills, especially navigating PowerPoint, was more challenging and help was needed from the team to collate slide handouts. Even with the support documented in Appendix A and the use of YouTube tutorials, I found it hard to present my PowerPoint slides into a handout and believe this could have only been rectified with face to face contact. This would have been my only frustration to working remotely as a team. Screenshots of the PowerPoint have now been added to Appendix B and are discussed later in this reflection.

[bookmark: _Toc40646957]Aim of the Presentation 

The aim of my presentation was to share my view on effective team working with my peers, I wanted to explain it in a way that was enjoyable, memorable and professional as well as demonstrating my presentation skills. I also wanted to talk about the importance of knowing team roles so that as managers or team leaders we can get a better understanding of how our workplace teams perform and who they will work best with. A handout on Belbin’s Team Roles was produced in the file section during my presentation recording, a copy of this is provided in Appendix C to assist in this development. 
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Slide

	Content

	1
	
Title - Effective Team Working

	2
	
Ground Rules and Expectations – Noise 

	3
	
Ground Rules and Expectations – What to expect

	4
	
Introduction- Questions

	5
	
Introduction- Theories

	6
	
Why is a team different to a group? – Definition of a team and a group.

	7
	
Why is a team different to a group? – Differences

	8
	
Why is a team different to a group? – Comparison

	9
	
What is the difference between an effective and ineffective team 

	10
	
Team work makes the dream work – Quote
Bowler and Brass Quote

	11
	
Elements of Highly Effective Teams – Covey (2016)

	12
	
The Five Stages of Development – Divider

	13

	
Team Development- Bruce Tuckman illustration

	14
	
Griffiths and Dunham Table of Tuckman, Wheelan and Gersick.

	15
	
Belbin’s Nine Team Roles

	16
	
References

	17
	
Questions

	18
	
Thank you and contact details
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The presentation content table was the first step used to break down subjects to ensure all assessment criteria was covered. Slide one was used to introduce myself and led to slide two and three which where used to ensure communication was deliverable and to minimise noise disruption. Slide four and five covered the key information that would be covered during the presentation starting with a definition of a Group and a Team on slide six, which was cited in the presentation (Morgan, 2017, p.204). Further to the discussion on Groups and Teams, slide seven provided a comparison on groups and teams which where collated from university discussions and notes. The verbal message to this slide included more information on what different types of groups there are and how they compare to teams in areas such as accountability and dependency. It was explained that teams are interdependent and mutually accountable for success and failure, were as groups are independent and personally accountable as individuals. To break up the descriptive slides, slide eight contained pictures to reflect the verbal message, this was to keep the presentation interesting. This slide described the comparison Richard Dufour made in his own presentation on Groups vs. Teams and that he agreed with the idea that Teams must work interdependently towards goals that they are mutually accountable for (DuFour 2019). 
	On slide nine I moved on to my second question about the difference between effective and ineffective teams, where a table was used to compare the two. This led to a quote by Bowler & Brass (2006) on slide ten which was used to provide a visual break from the previous slide and to explain how a team member and organisation they could benefit from effective team working. According to Covey (2016) there are thirteen behaviours that high trusted leaders can benefit from. In slide eleven this was briefly covered with a recommendation to the audience that they could benefit from visiting the reference source to enable them to understand the linking behaviours that support a highly effective team.
	Slide twelve introduced the ‘Five Stages of Team Development’ (Tuckman, 1965) and was presented upon in slide thirteen. It is during this slide that the five stages were compared to a real life experience that clearly represented each stage. Tuckman’s theory was the preferred choice of models, notably because of its relation to a personal experience but I drew attention to other theories in slide fourteen that could be compared by attendees, these were Whelan (1999) and Gersick (1988) cited in (Griffiths and Dunham, 2015 , p.13). 
	It was during slide fifteen that Belbin’s (1981) ‘Nine Team Roles’ where recommended for further reading as a way to discover different individuals strengths and weaknesses and pairing them together to maximise performance and a handout was provided with more information on the different roles. Slide seventeen welcomed questions from attendees, It was during this part of the presentation I felt the least confident as I had only prepared for them the day before presenting, whereas the rest of the presentation had been practised for fourteen days. I also reflected on the feeling of confidence whilst recording my draft presentation and feeling prepared, but during the live recording I felt surprisingly nervous and felt like I spoke too quickly. I remember being aware that others were listening and my own thoughts where distracting me from the presentation. I enjoyed presenting a subject that was of interest to myself and beneficial to my career and I would  take the feedback in the evaluation into consideration when improving my presentation skills.
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As a team we decided to use the same feedback forms and to add any adjustments that where relevant to our personal presentations. My feedback form was added to the file section for attendees to view, this is available in Appendix D. During the recording I read out the questions from the feedback form and filled out the answers from home on my master copy in Appendix E. Feedback from the attendees was analysed and it would suggest that overall the presentation was of good standard, marks where measured with 1 being the lowest and 5 being the highest. Attendees recorded marks of 4 and 5 across the board and I felt surprised at some of the higher marks due to feeling less confident during the recorded presentation. Whilst marks where scattered across all answers the results for first impressions and body language where consistent and all attendees marked 4. This would indicate that all agreed that this could be an area for improvement. It was also noted during feedback discussions that the reason for these marks were that as a first impression you could only see my face therefore body language was effected.

[bookmark: _Toc40646960]Conclusion

When considering my overall performance, I believe PowerPoint handouts could have been  captured using print screen, just as they have been submitted in Appendix C, instead of relying on the knowledge of PowerPoint handout master. It was discovered whilst collating information for Appendix A that this could have been an option. However due to needing PowerPoint presentations for work, training and future assignments, I have set a goal to be able to do the handouts professionally by July 15th 2020, which will be around the time I return to work. To do this I am going to request IT support from student services. I have allocated space in my diary to call student services at 9am on 26th May 2020.
	I have also considered that for future presentations I need to be more aware of my surroundings and although I knew I could have moved to be more visible, once in the situation I had obstructions behind me. So it would benefit me to have been better prepared for this.
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Do you have any questions?
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