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BSBCMMA401A: Make a presentation

Description

The unit describes 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.
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Performance criteria
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
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
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

G:\Business Development and Learning\Admin\Cert_IV_FLM\Training Modules\Training Module

BSBCMMA401A.docx



Skills and Knowledge
Required skills

e Culturally appropriate communication skills to relate to people from diverse backgrounds
and people with diverse abilities

e Facilitation and presentation skills to communicate central ideas of a message in an
informative and engaging manner, and to utilise verbal and non-verbal techniques to
sustain participant engagement

e Literacy skills to prepare presentation information and to write in a range of styles for
different target audiences.

Required knowledge
e Data collection methods that will support review of presentations
e Industry, product/service

e Key provisions of relevant legislation from all forms of government that may affect aspects
of business operations, such as:

o Anti-discrimination legislation

o Ethical principles

o Codes of practice

o Privacy laws

o Environmental issues

o Occupational health and safety
e Principles of effective communication

¢ Range of presentation aids and materials available to support presentations.

Overview of assessment

Critical aspects for Evidence of the following is essential:
assessment and evidence
required to demonstrate
competency in this unit

e Preparation, delivery and evaluation of the effectiveness of
at least two presentations related to the candidate's
occupation or area of interest

¢ Knowledge of the principles of effective communication.
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