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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
	Samantha Ziernik




	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




	Assessor Name
	

	Assessor Signature
	
	Unit Competence Determination Date
	Click here to enter a date.
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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
	Samantha Ziernik

	
	

	Participant signature
	
	
	

	Date
	Click here to enter a date.



	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

	Face to Face  - for people who a close by and able to attend, central locations or workplace, availability of resources to this location for demonstrations

	Explain appropriate strategy, format and delivery method

	Slide show with images and written content.  
Handouts to allow for Q & A at the end to determine understanding of the topic.
Spoken lecture walking around the front or around the room allowing for active engagement and Q&A to further understand the topic.
Gives you the opportunity to check on how the audience is engaged by looking for non-verbal cues (looking at phones, sleeping, talking, etc) 



	Audience 2

	Audience description

	Online learning – remote locations or the time poor who cannot attend.  Nothing too technical to demonstrate or only a refresher 

	Explain appropriate strategy, format and delivery method

	Slideshows, audio & video presentations online Q&A documents
Self-directed and paced learning online
Audience engagement is voluntary and in own time.




	Supportive aids and materials 

	Websites for further exploration of the topic, 
Videos to further explain, demonstrate and understand the topic
Handouts to establish knowledge acquired during topic
Handouts to further get the topic across showing demonstrated steps etc
Technical manuals




	Legal requirements

	Discrimination 

	Make the topic non discriminatory  check on the audience to make sure you aren’t using words, phrases or images that may offend.

	[bookmark: _Hlk48293489]Safety

	If face to face, all location specific information is to be given first, getting in and out, what to do in emergencies, toilets, meal rooms etc.  ensuring no part of the demonstration or presentation is unsafe or if so, then precautions in place to prevent any injuries etc.

	Design (i.e. readability and appearance)

	Appealing to the audience, presenting topics that are easy to read or understand,
Consider how this will be presented, do you need to turn the lights down, (or up) do you need to make the pictures colour or the words bigger or a certain font. 




	Organisational style guide

	If presentations or documents are being used throughout an organisation, consistency should be maintained, follow accepted formats and styles.  Use pre-prepared/formatted  templates and procedures.  You don’t need to reinvent the wheel.  Simplest is best.  Using the same format style, fonts, spacing and borders that have been used previously 



	Effective communication

	Oral

	Speak clearly, don’t waffle, use tone for emphasis at critical points, allow for clarifying questions, ask questions of your own that require audience participation.  Keep people engaged.
Keep eye contact, listen to other speakers, look for non-verbal cues, be careful of the ones you as the presenter are giving. 
Look to make the presentation as culturally aware as possible, look to the audience and see the makeup and ensure there is nothing that could be considered offensive or negative to any one particular person, culture or identity. 
Use visual aids to help assist get the key points across.

	Visual

	Keep visual easily seen and read, don’t make it too small or too big.  Keep formatting the same throughout.  Be conscious of the flow, not too fast or too slow or you will lose the audience.  Include sound if possible to help get the key point across.
Make sure that what is presented is audience appropriate and maintain company structure.
Is it something that grabs your attention, is it easy to understand, does it get the point across.

	Written

	Keep it professional, courteous and polite.  Don’t get too technical (unless required) keep the format specific to the audience you are presenting to. Keep jargon out of the document, not everyone understands it.  Keep the format the same throughout, not too small or too large.  Ensure there isn’t too much information on any one page.  Use space to emphasize points or to change topics. Use bullet points where appropriate.  Use correct grammar, punctuation and spelling.
Keep to the organisational style previously set.  Ensure the message or point you are trying to get across is the right one, and it cannot me misread or misunderstood.  Know your audience. 




	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

	Depending on the questions asked, you may find that they do not understand what is being discussed or misunderstand the key points
They could be bored and uninterested
They may be engaged and hungry for more.

	Presenter questioning audience

	Helps to understand the extent of the audience knowledge prior to, during and after the presentation Helps to see the depth of understanding that audience has on the topic.
Can help reengage the audience with thought provoking questions or statements.
 

	Non-verbal communication

	Allows the presenter to gain an insight into the overall audience mood and topic understanding, you will see if you are losing them and can alter the presentation to try to get them back engaged, you will see if they are confused or don’t know what you are talking about. 
Allows the audience that same with the presenter.  So make sure you portray confidence and are knowledgeable on the topic, they will know if you are unsure or shy.




	Modifying planned presentation

	From the 3 above feedbacks you should be able to determine if you are on track and that the audience understand what you are explaining and are engaged and actively listening. 
If they are not for what ever reason, you will need to revaluate the presentation. If they are bored, spice it up, it they are confused, make is simpler.  Always have a backup plan to ensure the audience is engaged, listening and learning.
Take stock at the end and evaluate what worked and what didn’t. Change it up for the next one to see if the audience respond better, make notes of what you changed this time, did it work, what could you do better.
Do they need more information or less, could you speed it up or slow it down. Is it too long or too short?  It is too hot or too cold, noisy, is the space too big or small, uncomfortable etc.  




	Making changes

	Example 1

	Legal - make sure the information you are changing remains within company guidelines an policy.  Make sure you are teaching methods and showing examples of accurate representations. Has there been any policy changes you need to be aware of.  

	Example 2

	Management – is there updated information they want presented. Have any procedures changed or been amended. Is there any outdated information that needs to be removed.
Are there different specs or equipment now being used. 




	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
	Samantha Ziernik

	
	

	Participant signature
	
	
	

	Date
	Click here to enter a date.



	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

	
	
	
	




	[bookmark: _Ref406480417]ASSESSOR COMMENTS

	


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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	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
	Samantha Ziernik

	
	

	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:
	

	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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