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	Competency 36: Communication

	

	Competency Element: 

	· Communicates technical and complex concepts in a clear and organized manner, both verbally and in writing, to inform and persuade others to adopt and act on specific ideas.

	Acquisition Workforce IT Qualification Standard Product (DAU)

	· x

	Acquisition Workforce IT Qualification Standard Tasks related to Product (DAU)

	1. x

	Acquisition Workforce IT Qualification Standard Product (DAU)

	· x

	Acquisition Workforce IT Qualification Standard Tasks related to Product (DAU)

	1. x
2. x

	AWQI References (DAU)

	· x
	· x
	· x
· 

	Assumptions (DAU)

	

	TLO (Job Product or Service) (DAU; SME can make recommendations)
	BLOOM/COURSE

	TLO 36.1: Verbally communicate technical and complex concepts in a clear and organized manner.

	BLOOM: 3
(Note: HBS 433 provides the learning content, but doesn’t provide Bloom level 3 assessment of TLO 36.1).


	ELO(s) with Major Takeaway (MT) (tasks which are required to build the product or service) (DAU)

	ELO 36.1.1: Prepare an effective presentation customized for the audience and setting.
MT 1. The purpose of presentations.
MT 2. Given a scenario for a required presentation, define the objective.
MT 3. Checklist of questions for analyzing an audience
MT 4. Checklist of questions for analyzing context of presentation.
MT 5. Process for preparing presentation.
MT 6. Checklist of questions for reviewing and refining ideas for presentation. 
MT 7. The “5-plus-1” Powerpoint slide strategy. 
MT 8. Guidance for using visual aids.
MT 9. List of “pros” and “cons” for types of media.
MT 10. The six qualities of effective visuals.
MT 11. Process for organizing presentation.
MT 12. Guidance for rehearsal.

	BLOOM: 3
(Note: HBS 433 provides the learning content, but doesn’t provide Bloom level 3 assessment of ELO 36.1.1).


	ELO 36.1.2: Deliver an effective presentation that produces action.
MT 1. Guidance for managing delivery.
MT 2. Guidance for making group presentations.
MT 3. Guidance for evaluating presentations.

	BLOOM: 3
(Note: HBS 433 provides the learning content, but doesn’t provide Bloom level 3 assessment of ELO 36.1.2).


	ELO 36.1.3: Address questions and keep people focused during presentation.
MT 1. Guidance for answering audience questions.
	BLOOM: 3
(Note: HBS 433 provides the learning content, but doesn’t provide Bloom level 3 assessment of ELO 36.1.3).


	For ELOs 36.1.1 – 36.1.3
HBS433: Assessment Strategy: Multiple Choice Questions

1. The programming code of a company's recently launched Internet browser is unique to the industry. You wish to explain the details of the coding that make it unique. How can this technical information be best presented?

Written communication.
Persuasion presentation. 
Status report. 
Business plan. 
 

2. A presentation structured to begin with some "in-house" jokes and anecdotes as a lead-in to a description of the latest promising research findings would be best suited to which scenario?

A presentation of research results during the weekly company meeting of technical staff and salespeople.
A formal keynote address at a major academic conference before an audience of several thousand people. 
A "stay the course" presentation to nervous investors in the wake of a disappointing third quarter.
A presentation intended as a forum to argue for the validity of controversial findings. 
 

3. Rita is a plant manager at Water Masters Worldwide, a water treatment company. The local town council asks for a general update on the company's progress in cleaning up the region's waterways. Rita decides to prepare a high-level status report to communicate Water Master's achievements over the past six months. She delivers a presentation that outlines the water-quality improvements and includes detailed, technical information and descriptions of the company's rigorous research methods and data collection techniques. What mistake did she make? She ...

Failed to understand the audience.
Failed to understand the purpose of the talk. 
Failed to understand the call to action. 
None of the above. 


4. As the head of Healthy Day Medical Care Corporation, you are trying to write a talk on nursing involvement in prenatal care that you will be delivering at a meeting of pediatricians. You are having trouble getting started. What should your first step be?

Identify the central message. 
Identify where it is important to get audience reactions.
Identify the arguments that support your message. 
Address the emotional underpinnings of your argument. 


5. Bruce is president of Upper Minas Insurance. He is speaking to a convention of several hundred insurance agents being held in his home city. Bruce begins his talk with, "Good morning. Take a look around the room. Of the 200 or so who are here, chances are, within the next four years, six of you will fake an injury and seek long-term workman's compensation. And four of you will get away with it." This opening is an example of a ...

"Hook."
Key message. 
Need statement. 
Call to action. 


6. A need or problem statement ...

Develops a scenario that can be solved.
Defines the purpose of the argument. 
"Hooks" the audience.
Helps the audience visualize the benefits of a solution. 


7. Shannon is head of recreation for her city. She is organizing a presentation on urban parklands for the upcoming National Green Forum. She plans to begin with startling statistics that relate lack of urban parkland to an increased rate of depression. Next, she'll make it clear why the audience should care about establishing green belts in cities. Shannon will then involve the audience in developing a path forward. What does her presentation lack?

The call to action.
The "hook."
The need and problem statement. 
The solution. 
 

8. John has learned the president of his company requires more time to present at the annual meeting. As a result, John has to cut his own presentation from 45 minutes to 25 minutes. He considers a number of options. Which is the best response to deal with the limited time?

Reduce the number of points in the talk. 
Cut out the question period at the end. 
Reduce the time on each of his points so the talk fits the time available. 
 Plan to pick up the pace of the talk to match the new timetable. 
 

9. You have a major presentation coming up. To improve the effectiveness of your presentation, you practice in front of your colleagues and ask them for feedback. Which is the best example of good feedback?

"Try wandering into the group more. It helps get us involved."
"You're too conversational. Speak with more authority."
"Try not to move around. It's distracting."
"Refer to your notes as much as possible."


10. Marion has been given the task of speaking to the senior managers at Jalna Technologies about a proposal to consolidate the company's geographically diverse production facilities in their Boston headquarters. The idea is being received with hostility by some managers, whose facilities would be closed. How could Marion best prepare for questions in her presentation?

Anticipate the questions and take the questions at the end of the presentation. 
Anticipate the questions and take questions as they come up during the presentation.  
Acknowledge the audiences' concerns about the controversy, and structure the presentation as a free exchange of views.
None of the above. 


11. Bob and Gloria are involved in planning the logistics of a group presentation on the details of an early retirement package for a large consumer foods company. Their presentation plan is summarized below. What part of their plan would you advise against?

They allow an opportunity for every speaker to respond to every question from the audience.
The first speaker introduces the other speakers and the topic. 
They ask a colleague to handle the visual aids and media. 
Each speaker introduces the next speaker. 
 

12. Raoul is a risk management specialist with an international telecommunications company. In preparing for an industry presentation on new optical networking technology, he employs the following strategies to help evaluate his presentation. Which strategy would not be advisable?

Give a trial presentation to any audience he feels comfortable with - even though they may not be familiar with the topic. 
Having someone in the audience gauge reaction to the presentation. 
Noting body language as cues of interest, boredom, or confusion. 
Directly question the audience during the presentation. 


	
Note: assessment is at Bloom level 2.



	TLO (Job Product or Service) (DAU)
	BLOOM/COURSE

	TLO 36.2: Persuade others to adopt and act on specific ideas
	BLOOM: 3
(Note: HBS 432 provides the learning content, but doesn’t provide Bloom level 3 assessment of TLO 36.2).


	ELO(s) with Major Takeaway (MT) (tasks which are required to build the product or service) (DAU)
	

	ELO 36.2.1: Define persuasion
MT 1. Summarize the key idea of persuasion.

	BLOOM: 2
HBS 432

	ELO 36.2.2: Build credibility
MT 1. Summarize how to build credibility = Trust + Expertise

	BLOOM: 2
HBS 432

	ELO 36.2.3: Gauge audience's receptivity to ideas and their decision-making style
MT 1. Process for identifying decision makers, key stakeholders and influencers.
MT 2. Process for identifying motivations.
MT 3. Process for identifying audience receptivity.
MT 4. Tailor arguments to fit audience decision-making style.

	BLOOM: 3
(Note: HBS 432 provides the learning content, but doesn’t provide Bloom level 3 assessment of ELO 36.2.3).


	ELO 36.2.4: Appeal to listeners' sense of logic and connect emotionally with them
MT 1. Process for winning audience mind.
MT 2. Process for winning audience heart.

	BLOOM: 3
(Note: HBS 432 provides the learning content, but doesn’t provide Bloom level 3 assessment of ELO 36.2.4).


	ELO 36.2.5: Overcome resistance to ideas
MT 1. Process for overcoming resistance.
MT 2. Associate a persuasive strategy for each type of audience receptivity. 
MT 3. Choose the best persuasive strategy for a given type of audience receptivity.

	BLOOM: 3
(Note: HBS 432 provides the learning content, but doesn’t provide Bloom level 3 assessment of ELO 36.2.5).


	ELO  36.2.6: Activate persuasion "triggers," or mental shortcuts the audience may take to decide whether to support presented ideas
MT 1. Summarize both conscious and unconscious “triggers” that influence audience responses.

	BLOOM: 3
(Note: HBS 432 provides the learning content, but doesn’t provide Bloom level 3 assessment of ELO 36.2.6).


	ELO 36.2.7: Prompt listeners to persuade themselves to back proposals
MT 1. Summarize how to leverage the power of audience self-persuasion.

	BLOOM: 3
(Note: HBS 432 provides the learning content, but doesn’t provide Bloom level 3 assessment of ELO 36.7).


	For ELOs 36.2.1 – 36.2.7
HBS432: Assessment Strategy: Multiple Choice Questions

1. Which of the following approaches would not be used by a skilled persuader? 
Adopt a firm position on the issue and sell it assertively 
Take the time to convince others that you can deliver.
Use data and information that gets people’s attention.
Appeal to the audience’s hearts as well as their minds.

2. Trust plays a large role in a persuader's ability to build personal credibility. Which of the following individuals is using a strategy that will not enable him or her to earn others' trust?
To build and enhance the status of his department, John uses his influence and warmth to persuade his best performers not to seek promotions to other departments.

Thomas always makes a point of acknowledging the contributions of his division colleagues when he presents department proposals to senior managers. 

Yvonne wants colleagues to support an initiative she is proposing. She openly expresses her enthusiasm for the project and describes the hurdles the initiative will face.

Even though some of Raffi’s team members oppose management’s reorganization plans, Raffi still walks the plant floor every day to talk with the production personnel about their concerns, and to keep them apprised of developments.

3. Which of the following situations illustrates the best example of an individual building his or her expertise?

Eleni insists on small-scale testing new ingredient combinations before proposing the introduction of a new brand of beer to senior management at Nova Brewery.

Julia feels uncertain about some of the downsides of a new technology she is proposing to management. To show her commitment to the technology’s benefits, she decides to accentuate its positives and minimize its negatives in her presentation.

When making the case to clients for a major business expansion, Allan emphasizes that he has a Ph.D. in psychology, so as to alert the clients to his academic achievement.

Sarah avoids including testimonials from other clients in her proposal summations, so as to avoid annoying her listeners with too much self-promotion.

4. In which of the following examples would you be directing your persuasive efforts toward influencers?
As head of product development at Harvest Foods, you want to adopt new software that you believe will enable your department to design better products. You contact the heads of information technology, purchasing, and finance to discuss your idea.

You are a public-relations manager at Quintex Pharmaceuticals. Following a product recall, you publish a letter in the company newsletter and in newspapers summarizing the company’s swift response and the actions it will take to prevent future incidents.

You are head of R&D. In seeking to implement a new research effort, you meet with your supervisor and a representative from finance.

As vice president in charge of finance, you use the company’s annual meeting as an opportunity to promote the acquisition of a rival manufacturer.

5. You are presenting a proposal to senior management at Swift Athletics. Your goal is to persuade senior managers to approve your proposed reorganization of the company’s running-shoe product line. The plan includes the phasing out of the companies long-time trademark shoe. You expect a largely hostile reaction and plan to tailor your presentation accordingly. Which persuasion strategy would be most appropriate? 
You emphasize aspects of the proposal that your listeners do support.
You show how your proposal will affect your listeners.
You gear your proposal to the audience members who you most have to win over and who have the most power.
You keep your presentation general and uncluttered by detailed market evaluations.

6. Phoebe is head of operations at Acme Tool and Hardware’s North American call center. Her direct reports are under stress from the large number of calls coming in. Phoebe meets with her department head to ask for more staff. Since her supervisor is new to the department, Phoebe does some homework to find out his decision-making style. She determines that his initial reactions to new ideas typically mislead people into thinking he is very enthusiastic and that he’ll surely support the ideas. What type of decision-making style best describes Phoebe’s supervisor?
Charismatic.
Controller.
Thinker.
 Follower

7. As public relations manager for the city council, you have been asked to speak with local citizen groups to garner support for a series of complex rezoning and traffic rerouting measures that the city’s urban architects have proposed. You suspect that many of the local citizen groups will have little in-depth knowledge about the city’s zoning problems. If your instincts were accurate, what type of presentation structure would you use with this audience?
Problem-solution.
Motivational sequence.
Presentation of both sides/refutation.
None of the above.

8. Alexandra is a manager in a fashion-design company. She is meeting for the first time with the chief executive officer of a Milan textile firm to discuss the possibility of signing a partnership agreement. A contract would be a boon for her company, but so far the CEO has rejected Alexandra’s suggestions for how such a partnership might be structured. Before the meeting, Alexandra learns that the CEO has a passion for sailing. She begins the meeting by suggesting that the textile company will be sailing against the wind by trying to break into the North American fashion scene without carefully thinking through its various partnership options. After outlining how her company could help change this situation, she suggests that together they chart a successful course to establish an effective market presence. Which persuasion device is Alexandra using?
Metaphors.
Vivid descriptions.
Analogies.
 Stories.

9. Which of the following statements about emotion-evoking presentations is true? Emotion …
Usually plays a more powerful role in human decision making than logic.
Does not help audiences remember a proposal as much as fascinating statistics and well-researched facts do.
Requires more effort for audiences to process than a logic-based presentation does.
Draws an audience’s attention to the speaker’s intention to persuade.

10. Jordan is chief executive officer of an international airline. In seeking to turn around the airline’s bleak financial outlook, he wants to secure wage rollbacks from all the unions. The most powerful and influential union represents the airline’s mechanics. Jordan secures this union’s support and uses their agreement to win support from the other unions. What persuasion trigger did Jordan use?
Social proof.
Authority.
Reciprocity.
Contrast.

11. Diederick is head of North American sales for a company that markets a gene-based test for cancer. He has been invited to speak at a session on medical errors at a convention of medical doctors. He begins his presentation by saying: “How does it feel to know that one in three of you will be sued for malpractice for a misdiagnosis that could have been avoided?” Diederick’s approach exemplifies a:
Disturbing question.
Leading question.
Rhetorical question.
Reflection of emotions.

12. Which of the following strategies is not an example of active listening?
Ask rhetorical questions.
Reflect content.
Summarize.
Reflect emotions.



	
Note: assessment is at Bloom level 2.

	TLO (Job Product or Service) (DAU)
	BLOOM/COURSE

	[bookmark: _GoBack]TLO 36.3: Write technical and complex concepts in a clear and organized manner.
	BLOOM: 3
(Note: HBS 444 provides the learning content, but doesn’t provide Bloom level 3 assessment of TLO 36.2).

	
	

	
	




	Element Issues (DAU): List ambiguities, misunderstandings, etc. to help IT FIPT next time they update competencies

	

	MAJOR TAKEAWAYS (MT) with REFERENCES and CONTENT (Subject Matter Expert (SME))

	MT 1. 
MT 2. 
MT 3. 

	MT 4. 
MT 5. 

	MT 6. 
MT 7. 

	MT 8. 
MT 9. 
MT 10. 
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