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	Handout - BSBCMM411 Make presentations & BSBWRT411 Write complex documents


PRESENTATION REFLECTION NOTES

	GENERAL

	Presentation topic
	Consultation and Communication Workgroup

	Presentation date
	16/12/22

	REFLECTION

	Self-assessment

	· Good delivery mode: all attendees could attend in different locations over video call
· Conducting a meeting allowed my audience to ask questions when they didn’t understand and offer up suggestions to the topic
· Knew my topic well
· No presentation aids used so the presentation could have been unengaging. 



	Assessor feedback

	Assessor name
	

	Effectiveness of presentation strategies, format, and delivery
	Presentation used simple and concise words that all audience types could understand, regardless of their role. However, the presenter could speak more clearly to ensure that the audience hears what is being said.

	Whether desired outcomes were explained and discussed with the audience
	All of the content outlined in the agenda was spoken about in the meeting. Actions were given to team members. The audience was reminded of the legal and organisational requirements regarding consultation and communication.

	Use of persuasive communication techniques to secure audience interest, including verbal and non-verbal communication
	Presenter watched their tone when speaking to audience and engaged with audience with non-verbal communication such as hand gestures and eye contact.

	Whether key concepts and ideas were summarised at strategic points to facilitate participant understanding
	Presenter asked the group if there was anything they wanted to add to the meeting. However, more could have been done to ensure that the audience was understanding the content of the presentation.

	Whether presentation aids, materials and techniques enhanced audience understanding of key concepts and central ideas
	The presenter didn’t use any presentation aids. The presentation could have benefitted from a PowerPoint presentation or accompanying images to enhance audience understanding.

	Whether the audience was given opportunities to seek clarification on central ideas and concepts
	At the end of the presentation, the presenter gave the audience the opportunity to speak about their thoughts and opinions on ideas presented. Discussions were formed about who would complete actions.

	How well the presenter responded to non-verbal and verbal communication of audience members to meet their needs
	Presenter used eye contact with the audience to notice any non-verbal cues. Presenter responded to any questions asked from the audience. 

	Other feedback
	

	IMPROVEMENTS

	Recommendations for future presentations

	To improve the presentation for future, presentation aids should be used. Including a PowerPoint or a mood board to present ideas will allow the audience to be more involved in the presentation and may inspire them to offer off more or better solutions. Additionally, asking the audience clarifying questions during the presentation can ensure that they are understanding the content. Ensuring that I speak clearly and confidently will also engage the audience better and allow my message to stick with the audience.




PRESENTATION REFLECTION NOTES

	GENERAL

	Presentation topic
	Implementing WHSMS plan

	Presentation date
	13/02/23

	REFLECTION

	Self-assessment

	· Presentation was done with a video on a PowerPoint so that audience can go back, and review information given.
· Presentation aids used (PowerPoint) to summarise information being spoken, allowing the audience to better understand the topic.
· Knew my topic well.
· I need to speak more confidently so that the audience remain more engaged in the presentation,
· I asked the audience if they had any questions to ensure that they are understanding the content being presented.


	Assessor feedback

	Assessor name
	

	Effectiveness of presentation strategies, format, and delivery
	Presenter used simple and concise words so that all audience types, from managers and workers, can best understand the content being presented. Presenter could further explain information on slides giving workplace examples.

	Whether desired outcomes were explained and discussed with the audience
	The presenter discussed 4 elements of the WHS Plan and provided imitations and recommendations on improvements. They also outlined the plan for monitoring and evaluating the plan. 

	Use of persuasive communication techniques to secure audience interest, including verbal and non-verbal communication
	The presenter could ask more engaging questions to the audience to ensure that they are fully grasping the content and secure audience interest.

	Whether key concepts and ideas were summarised at strategic points to facilitate participant understanding
	The presenter could ask more clarifying questions to ensure that the audience I comprehending the information. A “Summary” slide could also used at the end of the presentation to recap key notes of the presentation.

	Whether presentation aids, materials and techniques enhanced audience understanding of key concepts and central ideas
	The presenter used a PowerPoint to enhance audience understanding during the presentation.  However more visual aids could have been used such as illustration, graphs, or images.

	Whether the audience was given opportunities to seek clarification on central ideas and concepts
	The presenter could give the audience more opportunities to ask questions during the presentation as well as asking clarifying questions to ensure the audience is understanding the content of the presentation.

	How well the presenter responded to non-verbal and verbal communication of audience members to meet their needs
	The presenter maintained eye contact with the audience to pick up on non-verbal communication. Hand gestures could have been used to highlight important areas of the presentation.

	Other feedback
	

	IMPROVEMENTS

	Recommendations for future presentations

	To improve the presentation in future, I should watch the tone and pace of my voice, ensuring that I speak clearly and confidently so the audience remains engaged. To facilitate better understanding of the content, I could use workplace examples to show hoe the WHS Plan should be implemented on site, and the documentation that should be used. I could also ask more clarifying questions to ensure that my presentation is being understood. Including a “summary” slide at the end od my presentation will wrap up all the content of the presentation so that my audience receives a recap of key points. Ensuring that the presentation includes visual communication such as flow charts or images can enhance understanding from the audience.
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