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Competency Unit BSBCMM401A Make a presentation

Unit Descriptor

range of concepts and ideas.

This unit of competency This unit covers the performance outcomes, skills and knowledge required to prepare, deliver and review a presentation to a target audience. No licensing, legislative, regulatory or certification requirements apply to this unit
at the time of endorsement. This unit applies to individuals who may be expected to make presentations for a range of purposes, such as marketing, training, promotions, etc. They contribute well developed communication skills in presenting a
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Skills and Attitudes Assessment

How am I | This unit of competency is to be assessed in the workplace or simulated work environment.
H The following assessment methods are suggested:

going to be ) ) . . Self Third Party RTO

assessed o Assessment must ensure: access to an actual workplace or simulated environment; access to office equipment, documentation and resources. Evaluation | testimonial | Verification

d wh o A range of assessment methods should be used to assess practical skills and knowledge. The following examples are appropriate for this unit: demonstration of A ment | A + | A ment
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The following Elements of Competency and Performance Criteria have been assessed in line with the Required Knowledge and Skills and Attitudes outlined Yes D No D

Deliver a presentation

Explain and discuss desired outcomes of the presentation with the target audience

Use presentation aids, materials and examples to support target audience understanding of key
concepts and central ideas

Monitor non-verbal and verbal communication of participants to promote attainment of
presentation outcomes

Use persuasive communication techniques to secure audience interest

Provide opportunities for participants to seek clarification on central ideas and concepts, and
adjust the presentation to meet participant needs and preferences

Summarise key concepts and ideas at strategic points to facilitate participant understanding

Prepare a presentation

Plan and document presentation approach and intended outcomes

Choose presentation strategies, format and delivery methods that match the characteristics of
the target audience, location, resources and personnel needed

Select presentation aids, materials and techniques that suit the format and purpose of the
presentation, and will enhance audience understanding of key concepts and central ideas
Brief others involved in the presentation on their roles/responsibilities within the presentation
Select techniques to evaluate presentation effectiveness

the pr
Implement techniques to review the effectiveness of the presentation
Seek and discuss reactions to the presentation from participants or from key personnel involved
in the presentation
Utilise feedback from the audience or from key personnel involved in the presentation to make
changes to central ideas presented
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Knowledge Assessment

Competency Unit

BSBCMM401A Make a presentation

I have supporting documentary evidence to demonstrate that I already attain the required knowledge for this unit and the evidence is attached |:|

Alternatively:
For each of the following criteria, please provide an example of how you have met the requirement in the workplace. If there is insufficient space, attach additional pages.
Please attach supporting evidence where possible.
Prepare a presentation (Use the following as a guide to your answer)
e Plan and document presentation approach and intended outcomes
¢ Choose presentation strategies, format and delivery methods that match the characteristics of the target audience, location, resources and personnel needed

¢ Select presentation aids, materials and techniques that suit the format and purpose of the presentation, and will enhance audience understanding of key concepts and
central ideas

o Brief others involved in the presentation on their roles/responsibilities within the presentation

e Select techniques to evaluate presentation effectiveness

Initials of Trainer/Assessor Initials of Candidate
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Deliver a presentation (Use the following as a guide to your answer)
« Explain and discuss desired outcomes of the presentation with the target audience
e Use presentation aids, materials and examples to support target audience understanding of key concepts and central ideas

¢ Monitor non-verbal and verbal communication of participants to promote attainment of presentation outcomes

e Use persuasive communication techniques to secure audience interest
¢ Provide opportunities for participants to seek clarification on central ideas and concepts, and adjust the presentation to meet participant needs and preferences

e Summarise key concepts and ideas at strategic points to facilitate participant understanding

Initials of Trainer/Assessor Initials of Candidate
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Review the presentation (Use the following as a guide to your answer)
« Implement techniques to review the effectiveness of the presentation
e Seek and discuss reactions to the presentation from participants or from key personnel involved in the presentation

o Utilise feedback from the audience or from key personnel involved in the presentation to make changes to central ideas presented

Initials of Trainer/Assessor Initials of Candidate
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