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Candidate Details
[bookmark: _Toc418763721]Assessment – BSBPRO301: Recommend products and services
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for BSBPRO301: Recommend products and services.
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________


[bookmark: _Toc418763722]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________
Observation/Demonstration

Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should be able to demonstrate you can:
1. Develop and maintain knowledge of products and services
2. Recommend products and services
3. Advise on promotional activities
You will also need to show:
· Reading
· Writing
· Oral Communication
· Numeracy
· Navigate the world of work
· Get the work done 
[bookmark: _Toc418763723]Activities
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to actively and regularly research knowledge and understanding of industry products and services using authorative sources.

	Activity
	Define qualitative and quantitative research?













Name three types of industry products/services.













Name two possible authorative sources that you may use.
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Activity 1B
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to use available product and service documentation to identify and understand characteristics of products and services, and to make comparisons with other products and services.

	Activity
	List three things that an industry report may contain.













Name three characteristics of a product/service.














What are critical features of a product or service?
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	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to accurately document and maintain information on products and services in a format consistent with organisational requirements.

	Activity
	Why should you check any current product/service information that your organisation may already have?


















List four possible organisational requirements that may need consideration for your documentation.
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	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to apply acquired knowledge to improve quality within personal work areas.

	Activity
	What does sharing your product/service knowledge with other personnel help to achieve?



















Name three points of knowledge that you can share.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to ensure that recommendations on products and services are in-line with organisational requirements.

	Activity
	How can you check your organisational requirements against your intended recommendations?
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to provide recommendations that emphasise product and service issues relevant to client needs.

	Activity
	Name three potential product and service issues.





















How can you avoid issues with new products and services?
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to ensure that evidence in support of recommendations is verifiable and presented in a suitable format.

	Activity
	Why should you include verifiable evidence to support your recommendations?










What may you have evidence of?
















Why should you present your work in a suitable format?




















[bookmark: _Toc413405404][bookmark: _Toc418763731]Activity 2D
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to structure recommendations to identify clear benefits to clients and the organisation.

	Activity
	Why should you make the benefits clear to the customer/client?













Why should you make the benefits clear to your organisation?














Name two functional benefits of a product.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to provide advice that is clear, is supported by verifiable evidence and is compatible with organisational requirements; and ensure that promotional documentation and materials are appropriate to presentation of the organisation’s products and services.

	Activity
	What should your advice on product and service recommendations do?











List four promotional opportunities.














Why may you need to use a disclaimer on your promotional materials?
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	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to ensure that costs of promotional activities conform to budget resources.

	Activity
	Should you carry out your promotional activities without an approved budget?







Give the reason for your above answer.
















List four considerations that may need to be included within your budget.
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to estimate impact of promotional activities from verifiable customer feedback sources.

	Activity
	What does a client function enable you to do?










What does an employee function enable you to do?











List three verifiable customer feedback sources.












What does KPI mean?
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to evaluate the benefits of promotional activities and incorporate in plans for future promotional activities.

	Activity
	Name three factors that you should evaluate when looking at the benefits of your promotional activities.













What should your promotional activities achieve for your organisation?














How can you build up a client/customer profile?
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	Estimated Time
	90 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.
The answers to the following questions will enable you to demonstrate your knowledge of:
· Reading
· Writing
· Oral Communication
· Numeracy
· Navigate the world of work
· Get the work done
· List authoritative sources of information about the organisation’s products and services
· Outline the organisation’s products and services
· Outline the policies and procedures that apply when providing advice or recommendations about products and services
· List and describe organisational promotional activities
· Explain methods used to gather verifiable customer feedback about products and services
· Explain how and why customer feedback is analysed

Answer each question in as much detail as possible, considering your organisational requirements for each one.

1. Give an account of a product or service that you have researched within your chosen industry and answer the following points:

· Detail how you made your research against your current products or services and within the industry, and which sources you used
· The clear benefits of the product/service recommended
· Explain if you needed to address any technology skills in regards to usability of the product/service 
· The communication processes you experienced in order to complete your research and produce your recommendations
· Any problems you encountered with the product/service, and how you overcame this
· Any legislation or codes of practice that affected your product/service choice(s)
· The organisational policies and procedures for your customer services that had an impact on your research
· Any product/service standards and best practice models that you needed to follow

2. How did you proceed with any promotional activities for your product/service and which methods did you use to gather customer feedback on your promotion?


[bookmark: _Toc360142408][bookmark: _Toc418763737]Major Activity								
	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.
Attach your completed answers to the workbook.
You must individually, answer the following questions in full to show your competency of each element:
1. Develop and maintain knowledge of products and services
2. Recommend products and services
3. Advise on promotional activities
1. When developing and maintaining knowledge of products and services, why would you need to do the following:

· Actively and regularly research knowledge and understanding of industry products and services using authoritative sources
· Use available product and service documentation to identify and understand characteristics of products and services, and to make comparisons with other products and services
· Accurately document and maintain information on products and services in a format consistent with organisational requirements
· Apply acquired knowledge to improve quality within personal work areas?

2. When recommending products and services, why should you take the following steps:

· Ensure that recommendations on products and services are in line with organisational requirements
· Provide recommendations that emphasise product and service issues relevant to client needs
· Ensure that evidence in support of recommendations is verifiable and presented in a suitable format
· Structure recommendations to identify clear benefits to clients and the organisation?

3. When advising on promotional activities, why should you:

· Provide advice that is clear, is supported by verifiable evidence and is compatible with organisational requirements
· Ensure that promotional documentation and materials are appropriate to presentation of the organisation's products and services
· Ensure that costs of promotional activities conform to budget resources
· Estimate impact of promotional activities from verifiable customer feedback sources
· Evaluate the benefits of promotional activities and incorporate in plans for future promotional activities?
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