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Ceri Wiggins

[bookmark: _Toc112697155]Aim:

The aim of my presentation was to give an overview of Effective Team Working & Communication and how this has developed over time. I wanted to show how essential it for managers to be able to communicate in the workplace especially with their staff and how they should be able to select the best form of communication depending on the person and situation.
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Describe 

Communication is essential and there are different styles and types that should be tailored to the audience, How we communicate can affect how the message is received, For example if we are standing in front of our audience – just talking with no visual aids, perhaps sat, slumped down, not giving the audience any eye contact with a boring monologue tone, then the message we are portraying to our peers may be lost however if we were to stand up straight, use hand gestures, speak loudly, clearly and have some visual aids then the message me convey to the audience will be better received.  
How we communicate can affect the message weather it is face to face, email, or letter, and how appropriate each method is when we communicate.

To communicate well we also need to be able to actively listen to those around us by being attentive, asking open questions such as what would you do next? As well as probing questions such as can you tell me what you mean? These help us establish more information. We also need to clarify the situations so this could be a brief summary of what has just been said/discussed so we can then paraphrase to check our understanding, and this assures the person we are talking to that we understand what they have said to us, we would use feelings and reflections and acknowledge that the other person maybe upset or angry and to end the conversation we would summarise what we have discussed and what the agreed plan is.  I will also look at how trust plays a part in effective team working.



Introduce 

In my presentation, I introduced myself and give a brief introduction to what I was going to be talking about as well as describe different communication styles, trust and differences between teams and groups 

Discuss

Looking at my presentation I believe I should have given more information regarding communication styles and talked more about Belbin’s teams roles. In my organisation we have several emailed updates that come coloured coded for order of importance- red- immediate, amber- urgent, green- non urgent this means we can dissect the important and immediate changes/updates we need to know and then look at the amber/green when we are able to. A lot of our communication is know done through teams due to the Covid pandemic and has been critical to help us maintain working relationship, train new staff and help one another, team meetings are conducted via this method, even though this has been essential, it’s not the same as a face-to-face meeting where we can see the other persons facial expressions and hand gestures.
We have now slowly began having face to face one to one session with line managers and other staff again which I find is better as sometimes during emails or teams the message can be lost or not explained correctly so leads to misunderstanding’s and sometimes it takes longer to get an answer as opposed to before where I could walk up to a manager and ask a question and get a reply in seconds.   
Communication via teams is often informal and used briefly for team messages and often a short reply is only needed, teams has allowed us to share files and information quickly and easily with one another and allowed home working more easily as all-in-one system to be able to access data, call one another and customers and instant message. We tend to keep emails for more formal requests such as annual leave requests and client confidentiality. 

Explain 
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The Communication cycle (above) shows the original message which needs to be given to the recipient, it is up to the source to chose how to convey this message and by what channel they use, verbally, written, email, phone etc the message is then decoded by the recipient and then can be feedback to the source and they can determine if the message for received correctly by the feedback they receive, for example, if I sent an email asking an employee can you please send me the dates you require for annual leave, the employee should look at my email, and reply back with the dates they require and if they do I Know that they have understood my message. 
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	Slide
	Content

	1
	Front Page

	2
	Session Plan

	3
	Title Screen 

	4
	Team Working

	5
	Benefits of Effective Team Working

	6
	Teams Vs Groups/Workgroups

	7
	Dr Meredith Belbin

	8
	Belbin’s Team Roles

	9
	Bruce Tuckerman Theory

	10
	Covey

	11
	Trust

	12
	Group Dynamics

	13
	Bowler & Brass

	14
	Thank You

	15
	References

	16
	Presentation Feedback sheet
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Feedback from the audience was analysed and it would suggest that I needed to give more information regarding Belbin’s team roles and what part they all played more thoroughly and with more detail, rather than a quick overview of each role.

Positive feedback was that the presentation flowed, was nicely presented, and clearly spoken and professional looking. This was greatly apricated especially as I was concerned, I wouldn’t be clear enough speaking as nervous, but I have concluded that you need to be prepared and practice and practice, so you know your topic very well and if any questions are asking able to confidently answer.

Areas I aim to improve will be my visual aids, I will make my presentation more streamlined, less colour on the text and more use of black fonts to make it easier to read/see. By understanding different communication styles will ensure that my objective is clear, looking at the feedback I received it shows that I mostly spoke slowly and clearly, and presenting face to face is one of the best types of communication, “others are able to see your body language and facial expressions, as well understand your tone of voice, which means the chances of your message being interpreted correctly are increased”. The Business students guide to study and employability P. Morgan 2017 p248)

I think I should have provided detail about the communication cycle so my audience could see how a message should be sent/received and how feedback is essential to ensure we have communicated effectively. 

If I was to send out the presentation, I know now that the message it conveys would not be apparent as during my presentation, I give more detailed information and are able to explain my slides fully.

Looking back, I haven’t given detail information on to why trust is essential for team working to be effective, if we don’t have trust in one another and members of the team do not believe what other members of the team are saying or doing certain things in the team, this boils down to perhaps a manager not explaining things clearly or giving reasons for a decision. 

I have is from personal experience in the workplace where I was based in a contact centre with the predominant role of answering incoming calls, the manager of the building called a site meeting to inform us all that we were all changing job roles and would no longer be taking calls and would be all trained to do a new role, however the training kept getting delayed and pushed back due to holiday periods and then eventually an email was sent to say that this role had been given to a different site, we eventually were given a different role off the phones but every time a busy period such as Christmas, easter or the summer holidays came along we were expected to down tools and go back to our old roles and answer the calls again. This started to become a frustrating process as there were other teams across the department doing this new role who were not asked to do the phone work and the site was becoming disheartened as we appeared to be the only ones, we addressed this with the office manager who then investigated further, and it turned out our staff were one of the few offices trained for the phone work and it was then communicated that we would be a contingency site so we knew there was an expectation to be on the calls for busy period.

Sometimes it isn’t always possible to give your staff the rationale behind a decision when informing them off a change so this I believe is where trust comes into play, if your staff trust you enough, they know that you are doing something for a reason and could tell them if you knew why or of you must withhold the rationale for any reason.


Looking at the video of my presentation and I feel I could have been more clear in the speaking, I did not use the video function so the audience could see me due to not having the confidence to do so, this means they are not able to see my body postures, showing my confidence  or any gestures I was making, so they were not able to see if I was speaking to them and making eye contact with them, neither could they see my facial expressions or hand gestures, these are essential parts of communication and give the audience cues. Eye contact is essential to building rapport. 

I could also look at the verbal side to my presentation by adding more slides but with a limited amount of information on them but give more verbal explanation – providing more information verbally will not necessarily make my presentation better or easier for the audience so I just need to find the right balance that I feel is the correct amount of information.

I could look at the Non-verbal behaviour to ensure that someone could read the presentation and could ascertain the information without it needing to be delivered in person by this I could add my verbal notes or provide a more in-depth 2nd version for distribution 
On the back of the feedback, I have received, I have updated my personal development plan so I know where I need to improve and have SMART goals, so they are specific, measurable attainable, realistic and time bound goals. See Appendix A. I will seek to improve my presentation skills, by building on experience and courses, I will utilise my course tutor, UWTSD website and library and get feedback from my next presentation and will do this by 1st September 2022.

	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	Improve presentation skills 



	Build on previous experience and courses
Look online at courses available and resources through UWTSD
	Tutor
UWTSD website
Library

	Feedback from next presentation 
	01/09/22

	Further my understanding of my current role within DWP
	Increase knowledge by job shadowing, use online resources such as GOV.UK to understand framework, work on competency's by using mock interviews
	Line manager
Network to find suitable position to job shadow, ask former colleagues who recently have been successful for pointers, research the role, use the job description to analysis what skills are required.
	One to one with line manager 
	01/12/22
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The Berlo S-M-C-R model (above) allows us to see how another communication channel and comparing my presentation to the model I can see 
Source – I gave information regarding what I was going to talk about and knowledge about what I was discussing
Message – how communication is used in the workplace
Channel- Seeing and hearing
Receiver- Feedback via questionnaire 

The evaluation sheet that was used to evaluate presentation skills and define the areas that need improving is attached at Appendix A. 
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Presentation Evaluation Sheet

	Presentation Evaluation Sheet 

	Module: BMSK4002    Part 1: Effective Team Working  

	Date 
	Name of Presenter:    

	 
	Feedback 

	
	Weak 
	Fair 
	Good 
	Excellent 

	Prepared for Presentation 
	  
	  
	  
	 

	Presented in an interesting way 
	  
	  
	  
	  

	Objectives of the presentation are clear 
	  
	  
	  
	  

	Used visual aids effectively 
	  
	  
	  
	  

	Organised the presentation logically 
	  
	  
	  
	  

	Spoke loudly enough 
	  
	  
	  
	  

	Spoke slowly and clearly 
	  
	  
	  
	  

	Presented within appropriate time 
	  
	  
	  
	  

	Responded to questions accurately 
	  
	  
	  
	  

	 
What can I do better next time? 
	 
What went well? 
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