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	TASK

The purpose of this unit is to develop your skills in giving presentations and briefings.

The task requires you to plan and deliver a briefing or presentation on a management topic of your choice, evaluate the effectiveness of your presentation and to use the feedback gathered to identify areas for improvement. It is recommended that you follow the stages in the process as set out below.

NOTE

As part of the assignment you must prepare copies of support materials including your plan, a summary of your presentation and copies of all presentation material. Copies of the evaluation forms, a summary of the feedback gathered and action points for improvement are also required.

If the content of another unit is used as the topic of the briefing / presentation, then the assessment criteria for both units apply.

You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.

You should plan to spend approximately 12 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The presentation is likely to last no less than 5 minutes or more than 10 minutes.

	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Be able to plan a briefing or presentation

Complete the following when preparing your presentation:

· Select and agree a topic for your presentation. This should be a management related topic.
· Identify the objective of your presentation, for example, are you giving the audience some information, gaining their opinion or attempting to persuade.
· Research and gather information to form the basis of your presentation.
· Prepare an outline plan for your presentation including the order in which you will present your material and the timing.
· Use suitable techniques such as Power point, to prepare visual aids to help your audience to understand the content of the presentation and to support your purpose. 
· Design a suitable evaluation form to gather feedback on your presentation.
	
· Identify appropriate information in line with the objectives of the briefing or presentation (16 marks)
· Prepare a plan for the content of the briefing or presentation (12 marks)


	Be able to conduct a briefing or presentation

Complete the following when conducting your presentation:

· Deliver your presentation using your supporting material in a clear and logical manner.
· Complete your presentation within the agreed time limits.
· Check understanding of your presentation by asking for and responding to questions from your audience.

	
· Use appropriate presentation techniques and aids to enhance understanding of the topic of briefing or presentation (12 marks)
· Present information clearly and logically (20 marks)
· Present information within agreed time limits (4 marks)
· Respond to questions raised accurately and clearly (12 marks)


	Be able to evaluate a briefing or presentation

Complete the following when evaluating your presentation:

· Gather feedback on the presentation by circulating your evaluation form to the audience.
· Use the feedback from the questionnaire to identify areas for improvement.
· Reflect on and summarise those areas for improvement. 

	
· Design a simple evaluation form to gather feedback on briefing or presentation (8 marks)
· Use feedback to identify areas for improvement in presentation skills (16 marks)

	By submitting I confirm that this assignment is my own work
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