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BSBCMM411 Make presentations & BSBWRT411 Write complex documents 
ASSESSMENT SUMMARY

The assessment activities for BSBCMM411 Make presentations & BSBWRT411 Write complex documents cover all aspects of the unit of competency required. To demonstrate competence in this unit, a participant must undertake all tasks and complete them satisfactorily and consistently. For Apprentices and Trainees, this includes employer completion of the Employer Record Book (ERB). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be equitable, fair and flexible. If a participant has any questions or requires alternative arrangements to be made such requests should be directed to their Trainer/Assessor, who should note such arrangements in the ‘Assessor Comments’ on the affected assessment. If a participant feels they are not yet ready to be assessed, they should discuss their options with their Trainer/Assessor. 

To satisfactorily complete the assessment, the participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a participant does not answer some questions or perform some tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. The Trainer/Assessor is able to provide the participant with additional information on interpreting the assessment outcomes and provide guidance on the participant’s options. Should a participant still be deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result. 

By signing the cover page for each assessment item, the participant acknowledges they understand the assessment instructions and requirements and consent to being assessed. The participant also verifies and assures the RTO that the work submitted is their own work. 


	Participant Name
	Caroline Jane




	Task
	Assessment Results 

	Workbook
	 Satisfactory 
	 Not Yet Satisfactory

	Quiz
	 Satisfactory 
	 Not Yet Satisfactory

	Practical Assessment
	 Satisfactory 
	 Not Yet Satisfactory

	Outcome for BSBCMM401
	 Competent
	 Not Yet Competent

	Outcome for BSBWRT401
	 Competent
	 Not Yet Competent
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	WORKBOOK INSTRUCTIONS

· This workbook will occur under standard assessment conditions.
· An oral assessment may be allowed under certain circumstances, whereby the Participant’s answers will be documented by a party other than the Participant. This must be acknowledged in writing (e.g. FT001 and Assessor Comments)
· Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that this is your own work.
· Assessors are to complete marking in pen of a different colour to the Participant.
· If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
· If a Participant changes their response in writing, they must put their initials next to the written change.
· If a Participant changes their response verbally, this must be noted on the document by the assessor.




	[bookmark: _Ref396827952]Participant name
	Caroline Jane

	
	

	Participant signature
	
	
	

	Date
	24/05/2023



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




	Number of activities
	Number of activities answered correctly
	Task outcome (Tick)

	2
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	




	ASSESSOR COMMENTS

	


NOTE

At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.

At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications.


	ACTIVITY 1  [bookmark: _Ref35349341]

	Consider methods for effectively planning for a presentation:
a) Identify two (2) different audience types and explain why each would require a different presentation strategy, format and delivery method.
· Consider how locations, resources and personnel can influence your choices
b) Using examples, explain three (3) aids and materials that can be used to support presentations. 
c) Provide an example to explain each of the listed legal requirements that should be considered when developing a presentation and aids/materials.
d) Explain how an organisational style guide should be considered when formatting a presentation and aids/materials.
e) Explain the principles of effective oral, visual and written communication. 
· Consider the importance of structuring/sequencing, summarising and emphasising points
· Provide examples of how persuasive communication techniques can be used to secure audience interest
· Explain the importance of grammar, punctuation and spelling to conveying meaning and intent
· Identify the importance of explaining jargon and acronyms



	Audience 1

	Audience description

	Workers in the paddock

	Explain appropriate strategy, format and delivery method

	Face to face is usually the best and most appropriate strategy when delivering presentations to workers on site. It allows the presenter to evaluate if workers are engaged and to ask questions and receive instant feedback.
Breaking down the most important aspects will allow me to plan the presentation effectively:
· Location
Choosing a location that is convenient and accessible for the workers is crucial in who will attend. It could be a meeting room onsite, workshop or if it is more formal a nearby conference facility or less formal, an outdoor space (weather permitting). WHS regulations would need to be considered (see below).
· Audio-Visual Equipment
Currently at the plant yard we have a wireless microphone that is used when large groups of workers need to be present. If we are conducting a more formal toolbox talk, we use the crib room on site that has a projector for more formal presentations.
· Personnel
Choosing the right presenter who is knowledgeable about the subject matter and who can communicate effectively with the workers is essential to a useful and successful presentation. At the plant yard, we like to mix this up and have everyone who enjoys presenting have a turn. It helps staff to stay present and engaged.
· Feedback
Be prepared to adapt the presentation on instant feedback you are receiving. If your audience is falling asleep, you need to engage them straight away! Building a rapport with your team will only encourage them to speak up and give you valid and helpful feedback.
· Workplace Health and Safety Considerations:
Conducting a through risk assessment of the area to identify and mitigate any potential hazards is essential to keeping our workers safe. At times in construction, we need to conduct meetings and presentations in site yards on the edges of motorways. Assessing the area and identifying any potential hazards will ensure the location, equipment and materials are in compliance with WHS regulations and will help keep all staff safe.  




	Audience 2

	Audience description

	Senior Leadership Team (including General Manager / BU Managers

	Explain appropriate strategy, format and delivery method

	By breaking down the most important aspects of what you are hoping to achieve from the presentation can help in the planning.
· Time Management
Plan the presentation and how long it will run carefully, ensuring it allows adequate time for discussions, questions and planning follow up actions.
· Location
Choose a professional and appropriate location either onsite in a meeting room or in a hired conference room. Consider accessibility, audio-visual capabilities and the level of privacy required for confidential discussions.
· Resources
Audio-Visual Equipment, ensure the venue / site has the necessary equipment, including projectors, screens, sound systems and reliable internet connections if needed. Test all the equipment in advance to ensure a smooth delivery of your presentation.
· Context and Audience Considerations
Tailor the content of the presentation to align with the goals you are aspiring to achieve. Focus on the relevant topics for the meeting. i.e., Project updates, financial performance, what is going well, what is not going well, planning etc.
· Data and Analytics
Use relevant data, graphs, statistics, evidence-based information to help support my points / presentation. This information will help senior leadership teams to make informed decisions and set or reset goals.
· Supporting Documents
Providing handouts or electronic copies of the presentation materials or more detailed spreadsheets for workers to take with them to review after the presentation is essential in everyone making informed decisions. It also allows workers to follow along with the presentation in simple, eye catching format.
· Personnel
Choosing the right presenter who is knowledgeable about the subject matter and who can communicate effectively with the workers is essential to a useful and successful presentation. At the plant yard, we like to mix this up and have everyone who enjoys presenting have a turn. It helps staff to stay present and engaged.
· Workplace Health and Safety Considerations:
Conducting a through risk assessment of the area to identify and mitigate any potential hazards is essential to keeping our workers safe. At times in construction, we need to conduct meetings and presentations in site yards on the edges of motorways. Assessing the area and identifying any potential hazards will ensure the location, equipment and materials are in compliance with WHS regulations and will help keep all staff safe.  
· Feedback
Be prepared to adapt the presentation on instant feedback you are receiving. If your audience is falling asleep, you need to engage them straight away! Building a rapport with your team will only encourage them to speak up and give you valid and helpful feedback.





	Supportive aids and materials 

	Workers in the paddock
· Visual presentations are an excellent tool for enhancing understand and encouraging engagement. PowerPoint or google slides that feature key points, elements, images, diagrams and charts / graphs help to visually portray what you are engaging the workers in. It can help keep content concise and visually appealing to capture the attention of the workers and communicate information effectively. We always have large monitors / projector screens on site that are portable, meaning everyone in the environment can see the screen.
· Handouts and worksheets can also be helpful for workers to follow along and retain information. They could be the key summary points, checklists, instructions or other relevant information such as Take 5 booklets. By distributing handouts, this also provides workers with reference material for once the presentation has ended. The handouts should be easily readable, simple and only contain the essential details.
· Interactive demonstrations can often be beneficial, providing hands-on learning experiences. Using props, equipment or models to illustrate concepts or to demonstrate different procedures. This approach allows workers to engage with the contact, ask questions and gain practical, hands on knowledge.

 Senior Leadership Team
· Executive summary reports provide an overview of the key information, findings and recommendations. These reports can be made visually appealing, easy to read and well organised. By including charts, graphs and other data that needs to be shared, provides the senior leadership team with the critical aspects and information they need to understand. If an area/s requires more detailed information, providing supporting documents as appendices for reference before the presentation commences, gives the senior leadership team something to follow along with and for later reference.
· Infographics and visual presentations such as PowerPoint that helps convey complex information clearly and concisely. It allows the presenter to present data or project updates in an engaging way. Well designed and structured presentations that aligned with CPBs policies and procedures will help the Senior leadership team to follow along and retain the information. 
· Financial projections is another topic that may need to be presented to the Senior Leadership team. Aids such as financial projects, return on investment analysis and the cost benefit to the PCBU and stakeholders need to be prepared clearly and visually organised. These could be presented in spreadsheets or financial models that illustrate the projected revenue, costs and the estimated returns. By including a summary of the key financial assumptions / overview, it will provide a comprehensive view and easy for staff to understand.





	Legal requirements

	Discrimination 

	Australian Government, Make a Presentation: https://training.gov.au/ 
The Anti-Discrimination Act 1991: https://www.legislation.qld.gov.au/ 
The Australian Consumer Law, Competition and Consumer Act 2010: https://consumer.gov.au/ 
Intellectual Property Laws: https://www.globalaustralia.gov.au/ 
Privacy Act 1988: https://www.legislation.gov.au/ 
Information Privacy Act Qld 2009: https://www.legislation.qld.gov.au/ 

· Anti-discrimination laws:
· Race
· Gender
· Age
· Disability
· Sexual orientation
· Making sure to use culturally appropriate communication skills which allows you to communicate and relate to people from diverse backgrounds and people with varied abilities and education
· Literacy skills need to be considered
· The ability to use a computer for online presentations
· Ethical principles, respecting others, and acting with integrity and professionalism
· Privacy laws
· Environmental issues
· Occupational health and safety
 

	[bookmark: _Hlk48293489]Safety

	· Duty of care – PCBU: providing a safe working environment
· Duty of care – Workers
· Providing appropriate training and information
· Addressing hazards and risks in the workplace
· Environmental issues
· Occupational health and safety
· Risk assessments
· Code of conduct


	Design (i.e. readability and appearance)

	Assessing the needs of all workers and their abilities needs to be considered when presenting or relaying information to them: 
· Consumer protection laws:
· Ensure all claims, representations or information provided in the materials are accurate, truthful and do not mislead consumers
· Intellectual Property Laws:
· When using materials, images, or content created by others, it is crucial to respect intellectual property rights. Ensuring the necessary permissions or licences on copyrighted materials and attribute them appropriately if necessary. Avoid infringing on trademarks or patents in presentations and materials.
· The Privacy Act 1988 and the Information Privacy Act 2009 govern the handling of personal information. Ensure that all personal information is handled in accordance with these principles and obtain consent if necessary or required.
 




	Organisational style guide

	An organisational style guide can be a valuable resource when formatting a presentation and creating aids/materials.
· Consistent branding
Ensuring my presentation materials align with CPBs brand guidelines as outlined in our style guide. Use approved colour palettes, fonts, logo placement and to maintain a consistence and professional look throughout the presentation. At CPB we have templates on our CMS for all styles of presentation, minutes, agendas etc that we must use.
· Formatting guidelines
Referring to the style guide for formatting such as font, font sizes, spacing and headings, gives consistency to presentations and makes them visually appealing and uniform.  Adhering to these guidelines also demonstrates attention to detail and professionalism.
· Tone / Audience
Who do you want to engage with? Adapting language and writing styles to reflect the tone, whether it is formal, informal, technical or conversational. Making sure you have consistency in tone throughout your presentation, as it helps you deliver a unified message.
· Visual Elements & grammar
Consider the style guides recommendations for visual elements, such as icons, images, charts, and graphs. Utilising these elements in my presentation can enhance understanding and engagement. CPB have specific guidelines on using images and attributing source or copyright requirements must be meet. When considering who your presentation is for. Consider accessibility from the style guide for materials that you want to share. Content should be able to be understood by your audience. I ask myself, can everyone see the font size, colour, contract, images, is the language suitable for the audience? Have I used correct grammar rules to maintain professionalism and credibility for CPB? Is my spelling correct? Have I referenced external sources correctly?
By using the guidelines from CPBs organisational style guide, I can not only demonstrate consistency and professionalism but I can also ensure my presentation aligns with CPBs values and code of conduct.



	Effective communication

	Oral

	Identify the importance of explaining jargon and acronyms
· Speaking clearly
· Vocal tone
· Ask questions
· listen
· Face to face
· Video conferencing
· Online learning (seminars)
· Phone
· Meetings
Having a logical flow to how material is presented is essential for the audience to understand the meaning. For example, if I was presenting the various stages involved in the construction process of a civil works project and I started at step 3, planning and design stage before I provided step 2, project overview, the audience would not be able to follow along with what I was saying in a clear and productive way. There would be missing information and the audience is likely to not follow along if they don’t understand.
Having a logical flow and speaking clearly, using correctly language for your audience (ask yourself, am I speaking with the workers on site or am I speaking with the general manager) to help them engage, along with asking questions and emphasising the most important points will help the message get across. Summarising key points and speaking with confidence (knowing your subject) to persuade your audience is also key to helping connect with your audience.


	Visual

	· Hand signs
· Body language
· Posters
· Presentations
· Use bold colours
· Use pictures
· Effective use of space
· Diagrams
· Graphs
· Signs
· Animations
· Symbols

Listening to the needs of the audience is another element that is vital to a successful presentation. Pay attention, making eye contact with your audience, don’t talk over people. Take notes of questions if you don’t know answers and provide this information back to the person at a later time (don’t make things up!). If I do know the answer, I would provide feedback by repeating what I had heard to make sure it was what the person had asked. Remembering that facial expressions contribute to over 50% of my message and that a smile does not mean someone has understood what you are saying. 

Here are some examples of communication techniques that are effective at securing an audiences interest:
· Be a good storyteller – make sure your presentation has flow and makes sense (in order)
· Visual aids – before and after visuals of what the finished project will look like. Drone footage that shows how far the team has come. Time-lapse videos are also great (and something I have used before) to help inspire workers to continue and show them how far they have come. Photographs of not only the site but of the team is another great way to engage an audience (and one I have used too). Making the work individualised as well as the whole team can encourage and help stimulate the team and the individual and help create a real sense of purpose.
· Leaving a legacy behind – in construction we are so lucky to be a part of infrastructure that would last for a lifetime. Highlighting this with visual aids helps create purpose and inspire team.
.

	Written

	· Posters
· PowerPoint presentations
· Spreadsheets
· Graphs
· Diagrams
· Plans
· Agendas
· Minutes
· Specifications
· Instructions
· Checklists
· Forms
· Reports
· Policies and procedures
· Manuals
· Emails
· Letters
· Memos
· Websites

Grammar, spelling and punctuation playing a crucial role in conveying meaning and intent when delivering a presentation. Here are several reason why these elements are important:
· Clarify of communication – proper grammar, spelling and punctuation help ensure that my message is clear and easy to understand. In the construction industry, construction projects often involve technical information, regulations, and specific terminology. Using correct grammar and spelling will help avoid misunderstandings and confusion and help keep our workers safe.
· Credibility – presenting a well-written and error-free presentation demonstrates professionalism and attention to detail. It will help enhances my credibility as someone who is knowledgeable, and a reliable worker so is able to answer questions and give the correct answers.
· Technical information – incorrect usages of these elements could lead to misinterpretations, which could have significant consequences such as setting the project back in time and cost and putting workers safety at risk.
· Compliance with legislation, standards, and regulations – using correct grammar, spelling and punctuation is essential when accurately conveying compliance guidelines, safety protocols and legal obligations. Failure to communicate these elements accurately could result in non-compliance and might seriously compromise the success of the project. 
· Explaining jargon and acronyms is crucial in the industry that I work in, civil construction. I have never come across so many acronyms before starting work for CPB, it is notorious in this industry and differs between companies. By explaining both jargon and acronyms, it enhances understanding. Remembering that not everyone in the audience will be familiar with the specific (in company) terminology used. By explaining them, I will ensure that everyone comprehends the information I am presenting. It also provides clarity and prevents confusion. Remembering that construction involves a diverse range of stakeholders, and each group may have a different knowledge and understating of the abbreviations used. If the audience is unfamiliar with the jargon and acronyms being used, they may disengage or lose interest in the presentation. 
An example of misused grammar, spelling and punctuation is regarding a construction company in Queensland submitted a bid proposal for a major infrastructure project, the company’s presentation included a section on project timelines and milestones. Due to a lack of attention to grammar, spelling and punctuation, the presentation contained errors that resulted in confusion and misinterpretation.  Due to the misunderstand and lack of punctuation, this contractor did not secure the project.




	Satisfactory Outcome
	
		








	ACTIVITY 2  [bookmark: _Ref35349352]

	Consider the importance of presentation reviews:
a) Explain how the listed methods may be used to gather audience feedback during a presentation.
b) Outline why it is important to observe audience reactions and modify your planned presentation both whilst presenting and for future presentations.
c) Using two (2) examples, identify key personnel you could refer to when making changes to update the presentation.  




	[bookmark: _Hlk48308834]Presentation feedback

	Listening to audience questions

	This can be a valuable opportunity to gather feedback and enhance the effectiveness of my presentation.  It allows me to:
· Assess the understanding of the audience. It provides insights into how well my presentation is being understood. If attendees ask for clarity or are seeking additional information, it indicates that some workers may not be clear on aspects and require further elaboration. By actively listening to these questions, I can identify areas that need improvement of more detail.
· Identifies knowledge gaps. These types of questions can help reveal gaps in knowledge or misconceptions. As the construction industry involves technical information, regulations and specialised terminology, more training may be need for some workers. These questions allow me to either fill in gaps in my presentation or plan for more training in the future for staff to have a clearer understanding of concepts.
· Tailoring he presentation. These questions can help guide me into meeting the specific needs and interests of each audience. By listening carefully to te questions, I can help gain insight into topics that resonate with the attendees. It allows me to adjust my content, emphasise certain points and provide additional examples or case studies where appropriate. 
· Engaging with the audience. When attendees feel comfortable asking questions, it creates an interactive environment and helps enhance the learning experience for everyone. By being an active listener and providing thoughtful responses (and also not making up answer but writing them down to get back to the worker at a later date), helps build a rapport and trust and helps to create a positive impression to help further discussions and collaborate during and after the presentation.
· By analysing the questions I receive during the presentation can help identify recurring themes, areas of confusion and topics that require more information or time spent discussing. It allows me to refine my content and address any potential misunderstandings and enhance my overall delivery.


	Presenter questioning audience

	This can be a valuable opportunity to gather feedback and enhance the effectiveness of my presentation.  It allows me to:
· Check the audiences understanding. By asking questions throughout my presentation I can assess the audiences understanding of the material and content I am presenting to them. 
· Encouraging participation -  It helps encourage attendees to reflect on the content and open up to start discussion and collaborate. This type of participation fosters a sense of involvement and ownership among the audience that can lead to valuable feedback and perspectives that I might not have included in my presentation.
· Assessing the relevance and interest – this can help gauge the relevance and interest the audience has in the presentation. Perhaps I need to include more real life case studies, perhaps the topic is to generic and not relevant to this audience.
· Identifying challenges – asking open-ended questions can help encourage attendees to share their own person experiences and raise specific issues that they have encountered. It provides inside into common problems and areas of concern faced by the audience and will help tailor the presentation to be more specific and thus more engaging.
· Collect suggestions and recommendations – by encouraging the audience to share their ideas and insights, will allow me to have a new approach or highlight industry trends and uncover opportunities for improvement not only in the presentation but hands on, on site / project. 
Remember that when asking questions, it is important to create a safe and inclusive environment so workers feel encouraged to share their thoughts. 


	Non-verbal communication

	Non-verbal communication plays an important role in gathering feedback during a presentation. Below are some nonverbal cues to be considered:
· Facial expressions – as mentioned above, facial expression contributes to more then 50% of the message. Observing the facial expressions of the audience can provide valuable feedback instantly on their engagement, understanding and overall reaction to the presentation. By paying attention to these cues, I can gauge the impact of my presentation and adjust my delivery accordingly. Perhaps I have spoken for to long and we need a 10 min break, perhaps we need to get up and conduct a scenario and perform a team activity. 
· Body language – the audiences body language provides clues about comfort, engagement and interest. As above, if the look of disengaged workers or boredom and lack of interest has set in, get everyone up and start moving.
· Eye contact is a powerful nonverbal cue that can provide feedback on the level your workers are engaged and how interested they are with my presentation. When workers maintain eye contact with me it signifies they are actively listening. 
· Assessing the workers energy and enthusiasm. If there is a low mood and workers appear disinterested, this is a clear indication that my delivery style needs to change and fast! 
It is important to remember that not all nonverbal cues are definitive indicators of poor presentation. At times myself I can yawn when I am engaged in a presentation but the room is to cold. Being able to adjust my style when presenting and go with the mood of the workers is essential to having a successful presentation. I would plan different scenarios and have extra options to adjust my presentation as I went along in case I needed them.





	Modifying planned presentation

	Observing audience reactions and being able to modify my planned presentation is vital for several reasons:
· Audience engagement – by monitoring the reactions of the audience, I can gauge their level of interest, attention and engagement. If I notice signs of disinterest or confusion, I can adjust my presentation to recapture their attention.
· Tailored communication – Remembering that within the civil construction industry, projects involve a wide range of stakeholders all with potentially diverse backgrounds, knowledge and interest. Holding a seminar for engineers and inviting the worker who drives the water truck would be largely a waste of time and you need to be able to present to two different types of audience. By knowing your audience, I can emphasize certain topics and provide detailed examples for that audience. Personalising the presentation will enhance the overall success of the presentation.
· Does your audience comprehend? – audience reactions can provide valuable insights into how well I am delivering the information in my presentation. By observing facial expression, body language and responses to my content, I can identify areas where clarification may need to be made. Modifying my presentation on the spot allows me to address any gaps in understanding and ensure that the audience grasp the key points. This comes with truly knowing my subject. Knowing the ins and outs and being able to adjust the way I deliver this information on the spot.
· Building trust / creating rapport – by actively observing the audience, and responding with attentiveness and empathy I will help establish a connection and build trust. I just completed a 2 day course via Teams and the presenter was really great at showing me exactly how to do this. If anyone in the class answered a question “wrong” or had missed what he was saying, he would say thank you for their contribution and then try to reword what they said into the correct answer. This way, the person who had shared their thoughts wanted to keep contributing, but we all learnt the information that was being taught. By not shutting someone down when they are trying to engage but supporting them will allow them to want to participate and contribute.
· Meeting the audience expectations – before the planned session it is essential to ask yourself, what is that my audience will be expecting? What will they hope to take away from this course / presentation / seminar? Each audience is unique, by paying attention to their reactions through the presentation I can ensure that their expectations are meet better. Adapting my content and delivery style to suit the needs of the audience will only help deliver a more filling presentation / experience. 





	Making changes

	Example 1

	Project Mangers:
Project managers play a crucial role in overseeing construction project from the start to completion. They are responsible for coordinating various activities, managing resources and ensure the success of the project. Consulting with project managers when updating my presentation would provide valuable insights into current industry trends, project management and the challenges currently faced in the field. They can help offer perspective on project delivery strategies, risk management practices, stakeholder engagement and any areas that they feel workers needs more information and guidance on that would be beneficial to be incorporated into my presentation.
By keeping presentations updated regularly will make sure the content is the right message for that part of the project and to ensure all workers understand where the project is at / the phase they are in and not to generic and lose their interest.

	Example 2

	From experts – Regulatory authorities:
Construction project are subject to regulations and standards set by the regulatory authorities. When updating my presentation, referring to the guidelines, codes and requirements established by these authorities it is essential to seek help / follow these standards. The help of these experts will help ensure that my presentation aligns with current industry regulations, safety practices and Australian compliance standards. Understanding any recent updates and initiatives will only enhance the accuracy and relevance of my content. 




	Satisfactory Outcome
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	QUIZ INSTRUCTIONS

· This quiz will occur under standard assessment conditions.
· An oral assessment may be allowed under certain circumstances, whereby the Participant’s answers will be documented by a party other than the Participant. This must be acknowledged in writing (e.g. FT001 and Assessor Comments)
· Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that this is your own work.
· Assessors are to complete marking in pen of a different colour to the Participant.
· If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
· If a Participant changes their response in writing, they must put their initials next to the written change.
· If a Participant changes their response verbally, this must be noted on the document by the assessor.




	Participant name
	Caroline Jane

	
	

	Participant signature
	
	
	

	Date
	13/06/2023



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Number of questions
	Number of questions answered correctly
	Task outcome (Tick)

	14
	
	Satisfactory
	Not Yet Satisfactory
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What can be achieved through an on-site meeting/presentation? 
Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Information is passed on and shared
	

	
		Visual communication to demonstrate concepts
	

	
		Information can be confirmed with questioning
	

	
		Assurance that all parties have received the message
	




[bookmark: _Ref409526157][bookmark: _Ref411927530]Identify two (2) tips for good verbal communication. 
Tick two (2) that apply.

	Answer
	Choice
	Possible Answers
	

	
		Provide instruction once only
	

	
		Use technical language at all times
	

	
		Use short, simple sentences and words
	

	
		Speak clearly and not too fast
	




[bookmark: _Ref409526831]When speaking to someone, how do you find out that they have understood you correctly? Tick the two (2) best ways.

	Answer
	Choice
	Possible Answers
	

	
		Observe that they remain silent as you speak
	

	
		Get that person to acknowledge and repeat the statement back to you
	

	
		Ask them questions 
	

	
		They will smile at you
	




True or False (Tick your response): The most persuasive method of communication is to talk over your audience.

	Answer
		True 
	
	

	
		False 
	
	




True or False (Tick your response): A presenter may need to alter their communication style in response to the needs of their audience.

	Answer
		True 
	
	

	
		False 
	
	




True or False (Tick your response): A style guide assists with achieving consistency across documents.

	Answer
		True 
	
	

	
		False 
	
	




True or False (Tick your response): Colour is an important feature of visual communication.

	Answer
		True 
	
	

	
		False 
	
	




True or False (Tick your response): You are only required to provide an overview of structure and content in written information, not information presented orally.

	Answer
		True 
	
	

	
		False 
	
	




True or False (Tick your response): The sequence of information can change its meaning.

	Answer
		True 
	
	

	
		False 
	
	





[bookmark: _Ref35350952]Which of the following grammatical rules are correct? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Capitalise all words in a sentence
	

	
		Avoid being too wordy
	

	
		Use apostrophes for plurals
	




True or False (Tick your response): Punctuation and spelling can change the meaning of a sentence.

	Answer
		True 
	
	

	
		False 
	
	



[bookmark: _Hlk85809495]
Q1.  Match the document checks and the suitable methods by writing the appropriate letter next to each number in the centre column.

	Answer
	Check
	
	Method
	

	
	
	Format and structure
	1 -C
	
	Determine task requirements, objectives and establish audience and their needs.
	

	
	
	Grammar and spelling
	2 -B
	
	Proof-read document. Utilise checks in Word Processor to establish accuracy and correct punctuation.
	

	
	1 
	Style
	3 -D
	A 
	Check that templates have been followed correctly.
	

	
	2 
	Suitability for purpose
	4 -A
	B 
	Observe organisation style guide
	




Q2.  Match the text designs and examples by writing the appropriate letter next to each number in the centre column.

	Answer
	Text designs
	
	Examples
	

	
	1. 
	Bold
	1 -B
	1. 
	Example
	

	
	
	Italics
	2 -D
	
	Example
	

	
	4 
	Underline
	3 -A
	D 
	Example
	

	
	5 
	Colour
	4 -C
	E 
	Example
	



Q3.  Match the documents and their definitions by writing the appropriate letter next to each number in the centre column.

	Answer
	Documents
	
	Definitions
	

	
	1. 
	Agenda
	1 -D
	1. 
	Messages distributed by electronic means. Has a recipient, subject, and body of document. May include attached documents for further detail or explanation. 
	

	
	7 
	Email
	2 -A
	G 
	A document from one person to another. Sent via post, it includes return contact details, destination address, greeting, body of document, close and signature. 
	

	
	8 
	Letter
	3 -B
	H 
	A series of actions listed in an order to achieve a task. 
	

	
	9 
	Procedure
	4 -C
	I 
	A list of items to be discussed at a formal meeting, including the date of the event, expected attendees, speakers and approximate timeframes for each topic of discussion. 
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BSBCMM411 Make presentations & BSBWRT411 Write complex documents


	PRACTICAL ASSESSMENT INSTRUCTIONS

· The following practical assessment will require the Participant to complete work related activities.
· The Assessor will conduct observations of the Participant’s work to determine whether they display sufficient practical skills and knowledge. 
· Please fill in the details below – providing your name, signature and date of assessment.
· The Participant’s signature acknowledges that the Assessor provided clear instructions and the Participant understood what was required to complete this assessment.
· The Assessor may substitute a Practical Task with an alternate task of equal value.
· Alternate tasks must be fully documented by the assessor in the Assessor Comments area.





	Participant name
	Caroline Jane

	
	

	Participant signature
	
	
	

	Date
	Click here to enter a date.



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1 (Occasion 1)
	
	

	Task 1 (Occasion 2)
	
	




	ASSESSOR COMMENTS

	


BSBCMM411 Make presentations & 
BSBWRT411 Write complex documents

	Practical Task 1 (2X)

	Description of task:
The participant is seek feedback for and reflect upon the presentations delivered as part of the Practical Assessment for the following units:
· BSBWHS413 Contribute to implementation and maintenance of WHS consultation and participation processes
· BSBWHS415 Contribute to implementing WHS management systems

Areas for reflection include:
· Effectiveness and persuasiveness of presentation strategies and aids
· Whether intended outcomes were emphasised and achieved
· How presenter addressed non-verbal and verbal communications 
· General improvements that can be applied to future presentations

The participant is to submit the presentation reflection notes as evidence with this Practical Assessment sheet. The assessor is to provide detailed comments on the feedback provided to the participant. Detail should be recorded in the Assessor’s Comments.

	Resources required: 
Computer; Presentation reflection notes (HO1).

	Assessment of task

	Name of participant:
	Caroline Jane

	Name of assessor:
	

	Location:
	

	Date:
	

	When completing the task, did the participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	
	1st
Occasion
	2nd
Occasion

	1.A.  Undertake a self-assessment on the effectiveness of the presentation. 
		
	1.B.  Seek and discuss Assessor’s feedback on the presentations for the following areas:
· Effectiveness of presentation strategies, format, and delivery
· Whether desired outcomes were explained and discussed with the audience
· Use of persuasive communication techniques to secure audience interest, including verbal and non-verbal communication
· Whether key concepts and ideas were summarised at strategic points to facilitate participant understanding 
· Whether presentation aids, materials and techniques enhanced audience understanding of key concepts and central ideas
· Whether the audience was given opportunities to seek clarification on central ideas and concepts
· How well the presenter responded to non-verbal and verbal communication of audience members to meet their needs
		
	1.C.  Utilise feedback and make recommendations to be implemented with future presentations. 
		
	The Participant’s performance was:  Satisfactory     Not Satisfactory
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