[image: image1.png]/ Uni )
niversityof
§§ Phoeglyxw




COM 515 – Managerial Communications

Week 2, Discussion Questions

1. What are the attributes of an effective verbal presentation?

An effective verbal presentation needs to be clear and concise.   The speaker should deliver his/her message first by introducing the key elements of the presentation, next by explaining and thoroughly examining each element and finally concluding the presentation.  

The introduction should be brief but powerful.  Often, speakers use stories or even jokes to get the attention of the audience.  In my experience, the best stories or jokes to use are ones where a lesson is learned.  I then tie those lessons into the speech and refer to them later in the presentation.  I find that people enjoy coming back to the same comedic point again and again throughout a presentation.  
During the main presentation of the elements mention in the introduction, it is crucial to cover each of the points without losing the audience.  Sitting and watching a presentation can make people drowsy.  The key elements are the things your audience needs to come out of the presentation remembering, so it is important not to get them too tied up in the details.  I find that repetition of the key elements during a presentation is an effective way to remind the audience and keep them focused.


 Before taking questions, like a good presentation should, it is important once again to drive the elements home and re-establish the mission of your presentation.  By this time, people in the audience will hopefully watch you while thinking about what you have said.  The conclusion isn’t a great time for jokes or stories, since they may distract the audience from your mission.  
I still find that ending on a joke (similar to the opening joke) leaves a group satisfied that their time attending your presentation was well spent.

2. How do you determine how many visuals are necessary for a presentation?  How long should they be viewed?

Using visual aides is as important to a presentation as the speech itself.  Visual cues effectively refine points mentioned in a speech.  They should not, however, interfere with the speech, as they are supplements to the points being discussed.  

The duration of exposure for a visual aide varies, depending on a few factors:  
· The nature of the presentation- An art history presentation may be entirely a discussion based on the slide shown.  A presentation on group goals and objectives may have very few pertinent visual aides.
· The audience- Explaining new theories or ideas in a presentation is often more of a challenge than reinforcing or recalling a point that was made prior to the speech.  Visual cues are best used to illustrate difficult concepts for the audience.  In some cases, it is helpful to use several visual aides to illustrate the same point.  In these cases, the duration of the visuals depends on the amount of time your audience needs to take in this new information.  It might take a few seconds or even a minute for the audience to digest the concepts.  I find this is especially the case with younger audiences.  When I was an adult leader with the Boy Scouts, we spent more time using visual aides than we did explaining what they needed to know.

· The time allotted- With timed speeches, one has to prepare for the amount of time a visual is displayed and explained.  Using too many visual aides may actually cripple the effectiveness of the speech due to the sheer amount of information the audience has to learn.  I find it is best with 5-10 minute speeches to use no more than three visual aides.  This not only keeps things moving smoothly, but I find that the audience retains those three visuals much more than they would with several.

3. What are the 7 elements of effective self-directed Learning Teams?

According to a slideshow presentation by Frank Novakowski, the elements of effective self-directed Learning Teams include:

Participation – Every group member is responsible for participating their share of input into the group discussions and projects.  This requires planning, as some people are natural leaders, others need to be prodded a bit.  In my experience, the active seekers of participation not only benefit the team the most, but get the most out of a team.


Effective listening – While others in the team are participating, one needs to exercise effective listening skills.  (This is much easier done in person than online, in my opinion.)  Listening includes everything from the basics, (don’t talk, just listen), to the more important active listening.  Ask questions for clarification, don’t jump to conclusions, allow each member to speak on the issue at hand, etc.


Open communication – Similar to active listening, it is important for each team member to stay involved in a conversation.  Disagreements are okay, provided they are done civilly and both points of view are explained.  Often, we learn more from conflict than we do from accord.


Shared leadership – Everyone in the team needs to take an equal role in leading the team.  This is easiest initially if there are as many issues as people in the team, so each item can be divided evenly.  As with much in life, this is not always the case.  Leaders are then needed to collaborate and coordinate which group members are responsible for what items.


Self-assessment – An ongoing process, self-assessment is important in teamwork.  Each member of the team should ask themselves and the group (or at least determine for themselves) where they stand in comparison with their goals.  Assessment stated in a negative way can be a detriment to team morale, so it is important to stay constructive.


Conflict management – Bound to happen sooner or later, someone in the team may have an opposing view from another team member.  This is okay, and, provided things remain professional, can often provide interesting dynamics and perspectives into group work.  As team members, we need to respect one another and communicate well to avoid misunderstandings- the biggest cause of conflict.


Dispute resolution- In a self-led team, it is initially more difficult to resolve disputes, as we are raised to look to a higher authority to settle scores in life.  Indeed, someone may need to resolve a dispute if it cannot be resolved on its own.  Methods of dispute resolution include unbiased 3rd party decisions, or group votes.  I find that it is best to discuss this sort of thing up-front with a group.  Let them know how you will handle disputes and whether or not votes are final.
4. What are the accountabilities of a UoP Learning Team – to the class, to one another, to the individual?

The accountabilities a team member has to the class are to be honest, open to new ideas and opinions, patient, productive in solving problems, direct and concise all in a timely manner.  These accountabilities are the same for one another and one’s self.  In general, following the professional model one would expect to be treated with is always a good way to conduct one’s self.

5. What are some effective team dispute resolution skills?

As our text describes, conflict and disputes are inevitable when working with different people.  The key to resolving disputes is to act professionally and hear all points of view.  (Thompson et al., 243-4) describes several ways to manage conflict, including:

Handling issues one at a time.  Mass-confusion ensues when resolution is given to the wrong issue or generalized among several different issues.  (This may be one aspect of disputes where it might actually be easier in an online format like we have, since arguments are essentially… threaded! )

Avoiding swift decisions or resolutions.  Much like most emotions, anger is one that needs to first be heard before putting to rest.  Give team members time to completely discuss their grievance or opinion and allow time for rebuttal (provided it remains professional).


Acknowledging that there may not be an immediate resolution.  - Sometimes there is no right answer.  It is the responsibility of team members to realize this and utilize personal diplomacy to cordially agree to disagree.

Novakowski, 2003

