Watch the “Implementation Meeting” video found in the web links section and read the attached “Implementation Email" before beginning this task.

A. Reflection on the “Implementation Meeting” Video and the “Implementation Email”
1. Effective Communication Examples:
· Example 1:
· Source: (Specify source: Video or Email)
· Description: (Describe the specific instance of effective communication. For example: "The project manager effectively summarized the project goals and timelines in the meeting video by using clear and concise language, ensuring all team members understood the expectations.")
· Example 2:
· Source: (Specify source: Video or Email)
· Description: (Describe the specific instance of effective communication. For example: "The implementation email effectively utilized bullet points to list key action items and deadlines, making the information easy to scan and understand.")
2. Opportunities for Improvement in Communication:
· Opportunity 1:
· Source: (Specify source: Video or Email)
· Description: (Describe the specific area where communication could be improved. For example: "In the meeting video, the project manager could have improved communication by soliciting more questions and feedback from team members to ensure everyone felt comfortable and understood the project scope.")
· Opportunity 2:
· Source: (Specify source: Video or Email)
· Description: (Describe the specific area where communication could be improved. For example: "The implementation email could have been improved by including a visual aid, such as a flowchart, to better illustrate the project timeline and dependencies.")

3. Communication Improvements as a Team Leader:
· Improvement 1:
· Description: (Describe the specific communication improvement you would implement as a team leader. For example: "As a team leader, I would prioritize active listening during the meeting by summarizing key points and asking clarifying questions to ensure all team members are heard and understood.")
· Improvement 2:
· Description: (Describe the specific communication improvement you would implement as a team leader. For example: "As a team leader, I would emphasize the importance of clear and concise written communication in all project documentation by providing team members with specific guidelines and examples.")
4. Methods to Communicate Improvements to the Team:
· Improvement 1 – Communication Method:
· Description: Describe the first method you would use. (For example: "I would conduct a brief team meeting to discuss the communication improvements and gather feedback from team members. This method allows for open dialogue and ensures everyone understands the rationale behind the changes.")
· Reasoning: Explain why this method is appropriate. (For example: "Team meetings provide a valuable opportunity for face-to-face interaction and open discussion, which can help build trust and foster a collaborative environment.")
· Improvement 2 – Communication Method:
· Description: Describe the second method you would use.  It should not be the same as the first.
· Reasoning: Explain why this method is appropriate.
B.   Acknowledge sources, using in-text citations and references, for content that is quoted, paraphrased, or summarized.  (Note: sources are not required).
