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Candidate Details
[bookmark: _Toc399757219][bookmark: _Toc417981175]BSBREL401: Establish networks
The learners must complete the following activities and hand them into you for marking.This forms part of the learner’s assessment for BSBREL401: Establish networks. The initial activities are formative – the Major Activity is summative but all should show the learner’s knowledge of the unit. The activities should be completed in a suitable environment, whether that is a classroom, training environment or an appropriate workplace location. 
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: _Toc387668585][bookmark: _Toc399757220][bookmark: _Toc417981176]
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:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _Toc305663885]

[bookmark: _Toc387668586][bookmark: _Toc399757221][bookmark: _Toc417981177]Activities
[bookmark: _Toc366436425][bookmark: _Toc387668587][bookmark: _Toc399757222][bookmark: _Toc417981178]Activity 1A
	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity use appropriate network strategies to establish and maintain relationships that promote the development of business opportunities.

	Activity
	
What are networking goals?

I wish to network with those in the business of film production.

Identify your networking purpose.

I wish to sell my screenplay to a production company.


Identify the person or the type of industry you need to make contact with.

Ideally I would like to speak to a movie producer.

Identify whether you need personal, existing or professional networks.

As this is a personal project which has become serious, I think that it is best to keep it professional. 

Identify exactly what you want from them or what you want to give them.

I want them to read my screenplay and give me feedback.

List suitable questions or networking strategies to achieve your desired goal.

Do you think that it’s worth trying to make a short film?

Should I write a blog?

What could I do about funding?

[bookmark: _Toc320537944]Determine the most appropriate network.
The London Screenwriter’s Festival

[bookmark: _Toc320537946]What method of contact will you use.

There is an annual festival in London.
How do you wish to communicate?

The London Screenwriter’s festival has a webpage which offers movie news and screenwriting tips. There is also a forum.

[bookmark: _Toc320537947]Choose your approach

A desire to promote the organisation’s products and services.



[bookmark: _Toc366436426][bookmark: _Toc387668588][bookmark: _Toc399757223][bookmark: _Toc417981179]
 Activity 1B
	Estimated Time
	30Minutes

	Objective
	To provide you with an opportunity to identify and pursue network opportunities to maximise a range of contacts, Communicate information regarding new networks to inform individuals, colleagues and clients of potential benefits.

	Activity
	Select one example from the three new networking opportunities from this list and describe your views on communicating the benefits to individuals, colleagues and clients.

Use the headings as examples from 1.2. “Identify and pursue network opportunities to maximise a range of contacts”

What are networking opportunities?

Who runs them?

How do I get to attend these events?

What are the key benefits of these events?

How to get the most out of networking events

	1. Women's Network Australia
Be in business for yourself, not by yourself! WNA is where women and business ideas meet. We're the only network you'll ever need to belong to. 
Women's Network Australia is all about supporting, promoting and showcasing our Members products and services and helping them to achieve their business goals.
 Become a Member today and straight away you'll tap into these inspiring networking and promotional opportunities below and learn skills that will see your business take flight in the most amazing way.

	2. Young Business Network 
Young Business People And Young Business Professionals Between The Age Of 15 and 35 Years Of Age in Newcastle.
If you are a young entrepreneur then our network could be everything you have been searching for. We have a network where young business entrepreneurs can come for information, motivation, inspiration or we even help with mentoring. Our network can help you to strive in that new job, help you to impress your boss or to give you the steps to setup a small business.
If you have already setup your small business you may be wondering where to go from here? How do you grow a business making $1000 a week to a business making over a million dollars a year.
Things would have been much easier for me if I had somewhere to turn and ask for help. Would that make your life a little bit easier?
YOUR SELECTED NETWORK

Answers will depend on participants, but should include the knowledge given in 1.2 of the Learner Guide.






[bookmark: _Toc366436427][bookmark: _Toc387668589][bookmark: _Toc399757224][bookmark: _Toc305663886]


[bookmark: _Toc417981180]Activity 1C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to participate in professional networks and associations to obtain and maintain personal knowledge and skills.

	Activity
	In groups of three (3) discuss and provide three examples of how you would best seek relevant information and how you would best provide relevant information in professional networks.

Seeking Information.

Websites, blogs and trade papers

Provide Information

Students should be able to use their own words in describing these two areas of networking.

It would likely include themes based on:

· Employment
· Trends
· Industry information
· New ideas
· Strategies
· Corporate intelligence
· Media
· Case studies
· News Releases
· Success Stories
· Events




[bookmark: _Toc387668598][bookmark: _Toc399757225][bookmark: _Toc305663887]

[bookmark: _Toc417981181]Activity 2A
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to develop and maintain relationships to promote benefits consistent with organisational/client requirements, Gain and maintain trust and confidence of contacts through demonstration of high standards of business practices.

	Activity
	
Detail your thoughts on each of these relationship building and trust statements.

What do you think would be the advantages of building new relationships quickly and carefully?
The advantage of new relationships is that they start from a clean slate.
A great opportunity to build a healthy and lasting relationship.
Be careful not to damage the existing relationships in the process.
What do you think about relationships requiring constant attention?
Do not take relationships for granted.
A common mistake is to only talk to your customers or clients when there is a problem.
They need maintenance in the same way as complex machinery.
Comment on the advice to repair relationship damage quickly.
Occasional breakdowns are inevitable.
You must act quickly, don't allow them to fester.
It may be a simple misunderstanding that can be resolved in a short time.
Sometimes in spite of all your hard work you fail to build a workable relationship with a client or customer.
Comment on the advice, “don't play games with relationships”.

Business relationships are not like a toy to be switched on and off.

Business relationships are based on trust and this must be treated with respect.



[bookmark: _Toc366436429][bookmark: _Toc387668599][bookmark: _Toc399757226]


[bookmark: _Toc417981182]Activity 2B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to use a high level of negotiation skills to encourage positive outcomes, Identify difficult situations and negotiate solutions using collaborative problem-solving techniques. .

	Activity
	Detail your thoughts on the following tips for negotiation success.


Taking notes

Whenever someone tells you something in a negotiation write it down. 
The ability to be able to refresh the other party’s memory with facts and figures shared in an earlier session will earn you credibility and power.

Take a problem solving approach

Work with the other party to identify the issue at the centre of the negotiation.
Don’t lose sight of what you are trying to achieve.

Develop a win/win philosophy

Decide what is negotiable and what’s not – be realistic and know what is not negotiable from your point of view. 
Select carefully what is ACTUALLY up for negotiation?

Involve a third party if you are deadlocked

A third party may be able to provide a fresh perspective to get the negotiation moving again.



[bookmark: _Toc387668600][bookmark: _Toc399757227]


[bookmark: _Toc417981183]Activity 2C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to seek specialist advice in the development of contacts where appropriate.

	Activity
	In groups of three (3) or as directed by the instructor, complete a SWOT analysis on: “Seeking specialist advice in the development of contacts, where appropriate.”

Prepare a standard SWOT analysis format on your industry or service.


STRENGTHS





WEAKNESSES


OPPORTUNITIES


THREATS


All answers should be tailored to suit their industry of the service that they offer.





[bookmark: _Toc387668608][bookmark: _Toc399757228][bookmark: _Toc417981184]Activity 3A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to develop strategies to represent and promote the interests and requirements of the relationship, use appropriate presentation skills to communicate the goals and objectives of the relationship, and effectively communicate issues, policies and practices of the relationship to a range of audiences, in writing and verbally.

	Activity
	In addition to the information provided in this session on using appropriate presentation skills to communicate the goals and objectives of the relationship, would you consider the methods used for communicating issues, policies and practices to be different and if so, how would you present them?

ISSUES

Individuals may argue over whose responsibility it is for a particular equipment failure in a business relationship.

An investment in a dedicated resource may not perform as expected by one or both of the companies in a relationship.

POLICIES

Established network policies detail how different activities are related to each other.  A company restructure can change the activities that each of the companies perform under the policy. 

Restructuring the network, with new companies and relationships emerging and existing ones disappearing.  

PRACTICES

The outcomes of networking may lead to either or both of the companies believing that the problem has been solved, or at least alleviated to the satisfaction of one or both of the companies.

When the relationship centres on a product that involves, for example, the continuous spare part delivery or maintenance throughout the life of a project, or where it is inextricably linked to other relationships in a network.  



[bookmark: _Toc387668609][bookmark: _Toc399757229]


[bookmark: _Toc417981185]Activity 3B
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to obtain feedback to identify and develop ways to improve promotional activities within available opportunities.

	Activity
	Give your views on how you would see the following being used for effective feedback.


Contact forms

Use contact forms on your website to facilitate an easy exchange of ideas between customers and your organisation. Don’t guide the feedback process by allowing customers to answer only a few pre-set questions. It’s in your own interest to keep the feedback as free flowing as possible.


Forums

User forums are one of the most effective ways to know what customers think about your promotions, products or services. These forums can be hosted by you or by third parties. Monitor these forums for valuable insights and interact regularly with the other members.


Social networks

Depending on what exactly you need to gather in respect to identifying and developing ways to improve promotional activities social networks can be immensely beneficial in engaging with customers and getting feedback. The trick here is to know what social network your customers are active on. Interacting with your market and mining information from social networks is easy to do with a number of tools, both free software and business vendors are available.

Surveys

Surveys are widely used to get customer feedback. Done right, they can uncover a lot of things that you might have overlooked otherwise. Design the questionnaire so that the questions are short and concise. Keep the customer or client informed of the progress made and don’t have hundreds of questions in it.

Customer touchpoints

Another time to ask for feedback is when a customer stops buying from you or returns your product. The volume of feedback will be less than in the previous scenario but if you ask for it often you will get information that can help you increase general customer satisfaction


[bookmark: _Toc387668638][bookmark: _Toc399757230][bookmark: _Toc417981186]Skills and Knowledge Activity
	Estimated Time
	60 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:
· Identify and use networking opportunities
· Maintain records of relevant contacts
· Use written and verbal communication skills to establish, cultivate and promote professional business relationships
· Use feedback to improve promotional activities
· Learning skills
· Reading skills
· Writing skills
· Oral communication skills
· Navigate the world of work
· Interact with others
· Get the work done
· List and describe strategies for establishing and maintaining business relationships
· Identify relevant networks, organisations, agencies, associations or individuals
· Describe the principles and techniques needed to negotiate positive outcomes
· Explain client or organisational policies, plans and procedures relevant to business relationships
· Outline methods for obtaining feedback on promotional activities.

What are  your networking goals?

I wish to network with those in the business of film production.
What is your networking purpose?

I wish to sell my screenplay to a production company.

Identify the person or the type of industry you need to make contact with.

Ideally I would like to speak to a movie producer.

Identify whether you need personal, existing or professional networks.

I have friends willing to read screenplays but they are not industry experts.

As this is a personal project which has become serious, I think that it is best to keep it professional. 

Identify exactly what you want from them or what you want to give them.

I want them to read my screenplay and give me feedback.

List suitable questions or networking strategies to achieve your desired goal

Do you think that it’s worth trying to make a short film?

Should I write a blog?

What could I do about funding?


Determine the most appropriate network.
The London Screenwriter’s Festival

What method of contact will you use?

The London Screenwriter’s festival has a webpage which offers movie news and screenwriting tips. There is also a forum.

What will be your approach?

There is an annual festival in London.
How do you wish to communicate?

What will you do if the services or product you are offering does not appeal to your potential customer?

I will offer to show them the rest of my portfolio, perhaps there is something in it that will attract their attention.

If the contact is interested in the service or product, or at least interested in established a professional relationship, how will you continue your approach?

We would meet up in person, discuss the portfolio and I would try to establish further contacts with an agent. 

As this is a skills and knowledge activity, the learner should aim to demonstrate as many of the skills and knowledge as they can in relation to their own industry or the service that they wish to offer.


[bookmark: _Toc319923716][bookmark: _Toc366322440][bookmark: _Toc366436438][bookmark: _Toc387668639][bookmark: _Toc399757231]


[bookmark: _Toc417981187]Major Activity
	Estimated Time
	60 – 120 Minutes

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

	Activity
	This is a major activity – you should let the learners know whether they will complete it during class or in their own time.
They must individually answer the following questions in full to show their competency of each element;
1. Develop and maintain business networks
2. Establish and maintain business relationships
3. Promote the relationship

1. What information does having a network goal provide you with?
They assist you in organising your time frames and associated resources to accomplish the goals, help you track and evaluate along the way if the desired networking outcomes are being achieved.
2. What contact methods can be used when establishing network opportunities?
Asking an existing contact for a referral to a network.
3. What methods could you use to convey information to a potential client about a new networks?
Letters, Emails, telephone calls, newsletters, social gatherings, etc.
4. Company events and functions may include?
Demonstrations, exhibitions, fairs, industry information seminars, etc.
5. What might organisational and client requirements consist of?
Access and equity principles and practices, defined resource parameters, ethical standards, goals, objectives, plans, systems and processes, legal and organisational policies, guidelines and requirements, marketing plans, occupational health and safety policies, procedures and programs, quality and, continuous improvement processes and standards, quality assurance or procedures manuals.
6. How can you ensure that a customer forms a strong bond with you?
Stay in contact with your customers and clients after the initial relationship has been established and offer your support throughout the year, keep them posted with relevant information, such as business articles and reports, do not send customers useless postcards or silly notes, be careful of sending gifts as this may be seen as a cynical or childish attempt at relationship building, the more you stay in front of someone with meaningful presence, the more you are on their mind professionally and likely to call on you when a new need arises, if the relationship is respected there are more chances that the customer or client will refer you to other business associates, do not underestimate the benefits of a client’s happiness or their word of mouth recommendations.
7. What are the benefits of effective negotiation?
To achieve genuine agreements with others in our business relationships, to win opportunities and experiences, to ensure that we maximise our position and rewards, to achieve professional standards.
8. What is a BATNA?
A best alternative to a negotiated agreement.
9. List three pros and three cons of being a specialist.
Pros: They may have an easier time selling their services once they find their market, they can charge more, their work process is streamlined, etc.
Cons: Their market may be too narrow for consistent income, they limit their ability to expand their business, they risk going out of business if their speciality becomes obsolete, etc.
10. What is the feedback process essential?
Ask for, capture and act on your customer’s input.
11. When establishing your theme during a presentation, what is it important to remember?
Be quick and get to the point of your subject matter and trigger your audiences’ memories of previous experiences with business relationships.
12. When using visual aids such as PowerPoint, what are the fundamental guidelines?
Visual aids must be clear and everybody must be able to see them, font size of 28pt or above, use slides to show a few dot points or headings not as a substitute for the text, do not simply read text slide, practice your presentation, etc.
13. If you embark upon feedback to identify and develop ways to improve promotional activities within available opportunities, what must you ensure the data and function is?
Derived from a strategy, simple to understand, designed to provide feedback in a timely manner, able to be used based on quantifiable data, reflective of the business process in respect to relationships.Has
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