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[bookmark: _Toc416687986]Candidate Details
[bookmark: _Toc305663882][bookmark: _Toc416687987]Assessment – BSBMKG413: Promote products and services
Please complete the following activities and hand in to your trainer for marking.  This forms part of your assessment for BSBMKG413: Promote 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: _Toc305663883][bookmark: _Toc416687988]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: _Toc364967948]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 demonstrate that you can:
1. Plan promotional activities.
2. Coordinate promotional activities.
3. Review and report on promotional activities.
You should also demonstrate the following skills:
Reading
Writing
Oral Communication
Numeracy
Navigate the world of work
Interact with others
Get the work done
[bookmark: _Toc416687989]Activities
[bookmark: _Toc416687990]Activity 1A
	[bookmark: _Toc305663885]Estimated Time
	30 minutes

	Objective
	Identify and assess promotional activities to ensure compatibility with organisational requirements

	Activity
	
In groups, DETAIL the organisational requirements that would likely guide you to using any or all of the promotional activities discussed. Use at least THREE examples of promotional activities.

Examples of organisational requirements (use your own or these examples)
	
· Access and equity principles and practices
· Confidentiality and security requirements
· Defined resource parameters
· Ethical standards
· Filing and documentation storage processes
· Goals, objectives, plans, systems and processes
· Legal and organisational policies, guidelines and requirements
	
· OHS policies, procedures and programs
· Payment and delivery options
· Pricing and discount policies
· Quality and continuous improvement processes and standards
· Quality assurance and/or procedures manuals
· Replacement and refund policy and procedures
·  who is responsible for products or services





























	
Organisational requirement
(provide detail, not just headings)

	
Suggested promotional mix
Select from

· Advertisements
· Client functions
· Employee functions
· Media announcements
· Product launches
· Web pages
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Activity 1B
	Estimated Time
	30 minutes

	Objective
	Plan and schedule promotional activities according to the marketing needs of the organisation

	Activity
	
From the information you have completed above, select ONE (1) PROMOTIONAL ACTIVITY and complete the schedule of promotional activities in accordance with the organisational MARKETING requirements you have also listed.

	My Promotional Selection

	







Schedule Of Promotional Activity
	Purpose and Objective




	

	Intended Results/Outcome




	

	Method



	

	Key Message




	

	Follow-up method





	









[bookmark: _Toc416687992]Activity 1C
	Estimated Time
	30 minutes

	Objective
	Determine overall promotional objectives in consultation with designated individuals and groups

	Activity
	
Using the table below place the items in the EXAMPLES LIST in your learner guide into EXTERNAL or INTERNAL tasks

	Internal Task
	External Task

	











	

	









	



List the EXTERNAL areas and detail the likely designated individuals and/or groups you would need to consult with?

	External
	Suggested Designated Individuals/Groups
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[bookmark: _Toc416687993]Activity 1D
	Estimated Time
	40 minutes

	Objective
	Ensure that timelines and costs for promotion of activities are realistic and consistent with budget resources

	Activity
	
Create NEXT YEAR’S budget and explain how you would address EACH ISSUE that has EXCEEDED budget.

Expenses Only - 
	Expense Items
	This Year
	Budget This Year
	Budget Next Year
Explain how you would address EACH ISSUE to bring it into your new budget projections.  
YOUR BUDGET MUST SHOW A PROFIT RESULT

	Product giveaways

	$6,000
	$5,000
	

	Product discounts

	$5,600
	$5,500
	

	Special offers

	$12,000
	$10,800
	

	Trade events

	$10,000
	$9,000
	

	Print items

	$6,000
	$5,500
	

	TV ads

	$30,000
	$22,000
	

	Billboards

	$6,500
	$6,000
	

	TOTALS
	$76,100
	$63,800
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[bookmark: _Toc416687994]Activity 1E
	Estimated Time
	30 minutes

	Objective
	Develop action plans to provide details of products and services being promoted

	Activity
	
A Promotional activity is being held.  Using the examples provided create a suitable time line using a CPS format.

· EVENT –Reception to announce new product
· DATE OF EVENT - November
· CURRENT DATE – August
· ITEMS THAT NEED TO BE SCHEDULLED:
· Site inspection of Venue
· Issues?
· Venue chosen latest date
· Contract signed and returned
· Invitations designed and ready
· Mailing of invitations
· Update of website and RSVP
· Estimated numbers to be confirmed to venue
· Final numbers to be confirmed to the venue
· 1st Deposit due 
· 2nd Deposit due 
· Final payment due 
· Printing deadlines
· Issues?
· Name tags deadline
· AV equipment to be decided
· AV contractor hired
· AV contractor allowed on site
· Speakers confirmed
· Ceo / issues
· Menu to be received by us
· Menu selections to be provided to the Venue
· Wine selections to be provided to the Venue
·  Dietary Requirements of attendees to the venue
· Meet on-site before Event
· Thank you letter



 


[bookmark: _Toc416687995]Activity 2A
	Estimated Time
	30 minutes

	Objective
	Ensure personnel and resources to support promotional activities are identified and prepared to facilitate the achievement of promotional goals

	Activity
	In TEAMS discuss and complete the following roles and responsibilities for this event: 

EVENT: product launch of a new range of cosmetics. The event will be held in the foyer of the Sydney Opera House and will be catered for with cocktails and finger food (Canapés).  A band will be engaged. The duration is 3 hours.

	TITLE Event Manager
	ROLE

	Responsibility





	TITLE Event Sponsor
	ROLE

	Responsibility


	TITLE Technical Director
	ROLE

	Responsibility






	TITLE Media / Public Relations Manager
	ROLE

	Responsibility






	TITLE Risk Manager
	ROLE

	Responsibility













[bookmark: _Toc416687996]Activity 2B
	Estimated Time
	20 minutes

	Objective
	Use networks to assist in the implementation of promotional activities

	Activity
	
Use networks to establish and conduct relationships with targeted groups

Complete a range of options in the table below and explain your choices.

	Choose an area that would benefit from networking
	Suggested network type
	Explain your choices
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Activity 3A
	Estimated Time
	2 hours 10 minutes

	Objective
	Review and report on promotional activities

	Activity
	Use time to now discuss these FIVE areas in SUMMARY detail to fully appreciate the range of options.
1. Analyse audience feedback and data to determine the impact of the promotional activity on the delivery of products and services
2. Assess effectiveness of planning processes to identify possible improvements in future activities
3. Collect feedback and provide to personnel and agencies involved in promotional activity
4. Analyse costs and time lines to evaluate the benefits accruing from the promotional activities
5. Prepare conclusions and recommendations from verifiable evidence and provide constructive advice on future directions of promotional activities
Evidence of the following is essential:
1. Designing and delivering promotional presentations
2. Evaluating promotional impacts
3. Presenting and advocating promotional strategies within the organisation
4. Assessing and reporting on customer satisfaction
	

	

	

	

	

	

	

	

	

	


Use as much space as needed to note comments
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	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:
· Reading
· Writing
· Oral Communication
· Numeracy
· Navigate the world of work
· Interact with others
· Get the work done
· Legislative and regulatory context of the organisation as relevant to the marketing plan
· Planning processes for organising promotional activities
· The organisation’s marketing objectives and how they support the overall business objectives
· How common promotional activities could be used to support the marketing objectives with reference to:
· advertising
· client functions
· employee functions
· media announcements
· product launches
· web pages

What kind of promotional event could you organise that would benefit your organisation? Write a short report, detailing everything you would need to organise this. 
· Event 
· Purpose 
· Budget
· Schedule 
· Venue
· Catering
· AV equipment 
· Advertisement
· Communication
· Staff
· Resources 
· Extras, such as awards.


You should use this activity to demonstrate your understanding of the skills and knowledge covered within this unit. Use as much detail as you can and explain why your choices are appropriate for the specific purpose, where possible. 

You may use the internet to gather information. 
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[bookmark: _Toc416687999]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 – your instructor will let you know whether you will complete it during class or in your own time.
You must individually, answer the following questions in full to show your competency of each element:
1. Plan promotional activities
2. Coordinate promotional activities
3. Review and report on promotional activities

1) What kind of promotional activities are appropriate and effective for your company?
2) Suggest a strategic promotional activity that you could schedule that would be effective for your organisation.
3) What are your organisation’s promotional objectives overall?
4) What method would you use to ensure time lines and budgets are adhered to?
5) What are the benefits of employing the use of a detailed Action Plan? 
6) What resources could / should you draw upon when organising a promotional event for your company?
7) How can you ensure that all staff are aware of their roles and that of those around them?
8) What could you do to establish relationships with others in targeted groups, in order to enhance the positive image of the organisation?
9) How can networking benefit you when implementing promotional activities?
10) What method(s) would you employ to gain audience feedback after the event? Explain your answer.
11) How could you assess the effectiveness of the planning process to identify possible improvements in the future?
12) Why would you supply personnel and agencies involved in the promotional activities?

13) How would you analyse costs and time lines to evaluate the benefits accruing from the promotional activity?
14) How would you prepare conclusions and recommendations from evidence to provide constructive advice for future events?
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