Marketing Presentations


Facilitate your own Meeting
Directions
One of the most frustrating things in the workplace is attending a poorly run meeting. A poorly run meeting wastes people's time, company money and they are de-motivating.
For this performance assessment you will be identifying meeting guidelines to use during a meeting you will facilitate.
Identify meeting guidelines you would like to follow for your meeting. Present those guidelines to your instructor for approval BEFORE moving ahead.
Identify meeting topic. Get approval of meeting topic BEFORE moving ahead.
Apply approved meeting guidelines to prepare meeting documentation.
4 classmates will participate in meeting.
Schedule class date for meeting.
Use meeting documentation to facilitate meeting (10 minutes)
Submit completed meeting documentation.

Scoring Standards
You must achieve a rating of at least "2" on each criterion to demonstrate competence.

Rating Scales
NC    Item is missing, inappropriate, incorrect, or incomplete
1    Does not meet criterion
2    Meets criterion at a basic level of competence
3    Exceeds criterion by showing sophisticated insight, depth of reasoning, sensitivity, or attention to detail -Demonstrates mastery performs with confidence

Scoring Guide Criteria and Ratings
	No.
	Criteria
	Values

	1.
	you write clearly, concisely, and accurately 
	3       2       1     N/C

	2.
	you apply standard rules of language structure including grammar, spelling, and punctuation
	3       2       1     N/C

	3.
	you speaks clearly, concisely, and accurately 
	3       2       1     N/C

	4.
	you express thoughts and ideas using appropriate verbal and non-verbal language
	3       2       1     N/C

	5.
	you demonstrate active listening skills
	3       2       1     N/C

	6.
	your communication is free from bias and stereotypes
	3       2       1     N/C

	7.
	you show respect for cultural diversity and pluralism
	3       2       1     N/C

	8.
	you identify problems to be solved, tasks to be performed, potential consequences and decisions to be made
	3       2       1     N/C

	9.
	you distinguish between fact and opinion
	3       2       1     N/C

	10.
	you analyze, synthesize, and evaluate information, ideas, and problems to make decisions
	3       2       1     N/C

	11.
	you demonstrate reliability and accuracy to complete projects/tasks for individual and/or team/group work according to established conditions/standards
	3       2       1     N/C

	12.
	you use effective/efficient processes and appropriate tools/technology to complete projects/tasks
	3       2       1     N/C

	13.
	you apply strategies for listening in various situations
	3       2       1     N/C

	14.
	you recognize the impact of nonverbal skills on communication
	3       2       1     N/C

	15.
	you gain and hold audience attention
	3       2       1     N/C

	16.
	you use extemporaneous delivery style
	3       2       1     N/C

	17.
	you appear confident and natural
	3       2       1     N/C

	18.
	you use effective eye contact to establish rapport with the audience
	3       2       1     N/C

	19.
	you apply guidelines for facilitating your meeting
	3       2       1     N/C

	20.
	you submit meeting guidelines and meeting documentation
	3       2       1     N/C

	21.
	you appropriately tailor presentation to meet the needs of a specific audience
	3       2       1     N/C

	22.
	you follow an effective organizational pattern
	3       2       1     N/C


