KNOWLEDGE/SKILL CHECKLIST – PRESENTATION SKILLS

In order to ensure that learning objectives are met by the course:

BEFORE THE COURSE: Rate your ability on a competence scale of 1-5 as follows: -

1= No knowledge/skill

2= A little knowledge/skill but considerable development required

3= Some knowledge/skill but development required

4= Good level of knowledge/skill displayed, with a little development required

5= Highly competent – no/very little development required

 WRITE your numerical rating in the 1st column. AFTER THE COURSE: Repeat the exercise, writing your new rating, in the 2nd column

	COMPETENCE


	PRE.

(1-5)
	POST

(1-5)

	1. Appreciate the reasons why people feel apprehensive about delivering a presentation and understand ways of coping with this apprehension


	
	

	2. Understands how to start a good presentation using the I.N.T.R.O. pneumonic 


	
	

	3. Can effectively structure a presentation using a 4 stage process


	
	

	4. Understands the importance of body language in delivering an effective presentation 


	
	

	5. Knows at least 6 ‘body language’ indicators which promote good presentation technique


	
	

	6. Understands the importance of vocal delivery in giving presentations  


	
	

	7. Can name at least 4 aspects of voice which can affect quality of presentation


	
	

	8. Can list at least 3 reasons why notes should be used in a presentation


	
	

	9. Knows the difference between a highlighted script and cue cards  


	
	

	10. Can define coping strategies to deal with nerves


	
	

	11. Can confidently handle unexpected questions from the audience

 
	
	

	12. Feels confident about designing and delivering an effective presentation


	
	

	OVERALL COMPETENCE


	
	

	PERCENTAGE CHANGE (2nd column total minus 1st; divide answer by 1st column total; Multiply answer by 100):        %
	
	


Knowledge / Skill Checklist – Time management

In order to ensure that learning objectives are met by the course:

BEFORE THE COURSE: Rate your ability on a competence scale of 1-5 as follows:-

1= No knowledge/skill

2= A little knowledge/skill but considerable development required

3= Some knowledge/skill but development required

4= Good level of knowledge/skill displayed, with a little development required

5= Highly competent – no/very little development required

WRITE your numerical rating in the 1st column.  AFTER THE COURSE: Repeat the exercise, writing your new rating, in the 2nd column

	COMPETENCE


	PRE 

(1-5)
	POST

(1-5)

	1. Can apply an analytical process to establish exactly how time is spent at work


	
	

	2. Understands the symptoms of a poor time manager
	
	

	3. Can apply a structured approach to time management


	
	

	4. Knows the criteria to apply when prioritising work


	
	

	5. Categorises tasks depending on priority
	
	

	6. Uses 3 steps to assertive behaviour to say no to some jobs 
	
	

	7. Understands the time robbers at work, and can apply strategies to deal with them
	
	

	8. Understands the benefits, and pitfalls, of delegation
	
	

	9. Knows how to prepare to delegate tasks to staff
	
	

	10. Can effectively delegate tasks to staff
	
	

	OVERALL COMPETENCE


	
	

	PERCENTAGE CHANGE (2nd column total minus 1st ; divide answer by 1st column total; Multiply answer by 100):        %
	
	


Knowledge / Skill Checklist – COMMUNICATION SKILLS

In order to ensure that learning objectives are met by the course:

BEFORE THE COURSE: Rate your ability on a competence scale of 1-5 as follows:-

1= No knowledge/skill

2= A little knowledge/skill but considerable development required

3= Some knowledge/skill but development required

4= Good level of knowledge/skill displayed, with a little development required

5= Highly competent – no/very little development required

WRITE your numerical rating in the 1st column.  AFTER THE COURSE: Repeat the exercise, writing your new rating, in the 2nd column

	COMPETENCE


	PRE .

(1-5)
	POST

(1-5)

	1. Knows the benefits of improved communication skills


	
	

	2. Understands own personal behavioural style


	
	

	3. Knows the difference between assertiveness, aggression & passivity


	
	

	4. Is assertive with others, utilising the 3 step technique


	
	

	5. Understands and can apply the broken record and self disclosure techniques


	
	

	6. Can say no to requests assertively


	
	

	7. Knows what the two different types of feedback are


	
	

	8. Understands when and where the two types of feedback should be given


	
	

	9. Understands the meaning of E.E.C. feedback


	
	

	10. Can describe at least 6 behaviours which demonstrate effective listening skills


	
	

	11. Understands the difference between open, closed and probing questions

 
	
	

	12. Knows the funnelling technique and can apply the technique when asking questions


	
	

	OVERALL COMPETENCE


	
	

	PERCENTAGE CHANGE (2nd column total minus 1st ; divide answer by 1st column total; Multiply answer by 100):        %
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