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	Title:
	Making professional presentations (M5.27)

	Level:
	5

	Credit value:
	2

	Learning outcomes (the learner will)
	Assessment criteria (the learner can)

	
1 Be able to plan a professional presentation

	
1.1


1.2



1.3


1.4




1.5
	
Identify the aims and objectives of the presentation

Identify the intended audience for the presentation, assessing their level of understanding of the presentation topic

Research, evaluate and select information on the presentation topic

Plan the content and structure of the presentation and prepare visual aids and any other materials required for the presentation

Prepare the location and any equipment required for the presentation


	
2 Be able to deliver a professional presentation

	
2.1



2.2

	
Present your subject matter supported by facts at an appropriate level of understanding for the audience

Respond appropriately to questions from the audience


	
3 Be able to evaluate own ability to make professional presentations

	
3.1



3.2



3.3
	
Use feedback from the audience to evaluate own ability to plan and structure a professional presentation

Use feedback from the audience to evaluate own ability to deliver a professional presentation

Implement improvements to own professional presentations
 

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of making professional presentations as required by a practising or potential middle manager.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to MSC 2004 NOS

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	

	Support for the unit from a sector skills council or other appropriate body (if required)
	Management Standards Centre (MSC)

	Location of the unit within the subject/sector classification system
	Business Management

	Unit guided learning hours
	9

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Relevance of objectives, audience and contexts in relation to presentations
· Understanding the level of knowledge and expectations of the audience
· Research, evaluation and logical grouping of valid and relevant information
· Difference between fact and opinion
· Options and constraints applicable to presentation such as time, duration, venue, equipment, language
· Use of standard computer software, such as Microsoft PowerPoint
· Non-IT visual aids for presentations such as  OHTs, models, handouts


	2
	
· Presentation techniques
· Techniques for effective and flexible delivery
· Techniques for controlling and responding to questions


	3
	
· Evaluation techniques (self and others) and performance improvement
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