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COURSE:  

Business Communication and Presentation
UNIT 3: 

Presentation
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Annotation: 
This unit includes lessons on defining and applying effective oral communication skills.   Students will use a worksheet to determine target audience and components of an effective presentation.  Students will plan, create, and present an individual “How to Succeed in Business” presentation and Leadership presentation collaboratively with a partner.

Grade(s):  

	
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  

8 hours

Author: 
Tanya Morgan
Students with Disabilities:

For students with disabilities, the instructor should refer to the student's IEP to be sure that the accommodations specified are being provided. Instructors should also familiarize themselves with the provisions of Behavior Intervention Plans that may be part of a student's IEP. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation.
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GPS Focus Standards: 
BCS-BCP-7 
Students will effectively demonstrate the ability to communicate using a variety of oral and listening techniques in business and personal environments.

a) 
Demonstrate courtesy and respect for the speaker through active listening.

b) 
Communicate in a clear, courteous, concise, and correct manner.

c) 
Develop and practice effective oral communication skills.

g) 
Use technology appropriately to enhance oral presentations.

BCS-BCP-10  Students will understand hardware, software, and the preparation needed to create a multimedia presentation for business or personal use.

e) 
Identify components of effective oral and electronic presentations.
BCS-BCP-11  Students will use multimedia software to effectively produce a variety of personal and business media-rich projects.

a) 
Create and present original multimedia presentations to appeal to a target audience.

b) 
Create a multimedia project collaboratively.

f) 
Demonstrate the proper operation of a digital, still, and video camera.
GPS Academic Standards:
ELA10LSV1 
The student participates in student-to-teacher, student-to-student, and

group verbal interactions.

ELA10LSV2 
The student formulates reasoned judgments about written and oral

communication in various media genres. The student delivers focused, coherent, and

polished presentations that convey a clear and distinct perspective, demonstrate solid reasoning, and combine traditional rhetorical strategies of narration, exposition, persuasion, and description.

ELA12W1 
The student produces writing that establishes an appropriate organizational structure, sets a context and engages the reader, maintains a coherent focus throughout, and signals a satisfying closure.

ELA12W2 
The student demonstrates competence in a variety of genres.

ELA12W3 
The student uses research and technology to support writing.

National / Local Standards / Industry / ISTE:
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Enduring Understandings: 
Good computer skills and oral communication skills are important when giving business presentations.
Essential Questions: 
· What makes a PowerPoint presentation successful?

· What is a target audience?

· Who is the Target Audience of your Presentation?
· What can you do to make the presentation appropriate for this target audience?
· Which should say more – you or your PowerPoint presentation?

· How can we work collaboratively to create an even more interesting project?

· How do digital images enhance presentations?

Knowledge from this Unit:  
The student will be able to:

· Define presentation strategies vocabulary

· Identify components of effective oral and electronic presentations.

Skills from this Unit:  
· Use technology appropriately to enhance oral presentations.

· Develop and practice effective oral communication skills.

· Design a presentation individually and collaboratively for a target audience

· Communicate in a clear, courteous, concise, and correct manner when presenting two PowerPoint presentations.

· Communicate message by presenting information to a target audience

· Demonstrate the proper operation of a digital, still, and video camera.

· Complete an evaluation form while showing courtesy and respect for the speaker through active listening.

[image: image4.jpg]% ASSESSMENTS




Assessment Method Type: 
	
	Pre-test

	x
	Objective assessment - multiple-choice, true- false, etc.

	
	_x_ Quizzes/Tests

__ Unit test

	x
	Group project

	x
	Individual project

	
	Self-assessment - May include practice quizzes, games, simulations, checklists, etc.

	
	__ Self-check rubrics   

__ Self-check during writing/planning process

__ Journal reflections on concepts, personal experiences and impact on one’s life

__ Reflect on evaluations of work from teachers, business partners, and competition judges

__ Academic prompts

__ Practice quizzes/tests

	
	Subjective assessment/Informal observations

	
	__ Essay tests

_x_ Observe students working with partners

__ Observe students role playing

	
	Peer-assessment  

	
	__ Peer editing & commentary of products/projects/presentations using rubrics

_x_ Peer editing and/or critiquing

	x
	Dialogue and Discussion

	
	__ Student/teacher conferences
__ Partner and small group discussions

__ Whole group discussions
__ Interaction with/feedback from community members/speakers and business partners

	
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	x
	Post-test


Assessment Attachments and / or Directions: 
· Audience Formula Worksheet
· Entrepreneur Questionnaire and Project Rubric
· Presentation Strategies Quiz and Key
· Presentation Strategies Quiz and Key (Special Needs)
· Masters Tournament Directions
· Master Rubric
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•
LESSON 1:  Presentation Strategies

1.
Identify the standards. Standards should be posted in the classroom.
BCS-BCP-10. Students will understand hardware, software, and the preparation needed to create a multimedia presentation for business or personal use.

e) 
Identify components of effective oral and electronic presentations.

2.
Review Essential Question(s). Post Essential Questions in the classroom. 

· What makes a PowerPoint presentation successful?
· What is a target audience?
3.
Identify and review the unit vocabulary. Terms may be posted on word wall.

	Build
	Hyperlinks
	Multimedia

	Parallelism
	Background
	Color scheme

	Master slide
	Media
	Slide layout

	Templates
	Animate
	Animated character

	Animation scheme
	Motion path
	Slide transition

	Voice recognition
	Asynchronous
	Jargon

	Kiosk
	Package for CD
	Synchronous


4.
Interest approach – Mental set


Ask students what makes a PowerPoint presentation successful/interesting?
· Lead a class discussion about successful and interesting presentations.
5.
 Distribute the Vocabulary List and discuss each term. Students should use the list to complete the Matching Review activity.

6.
 Optional: Have students play the two QUIA review games:

Unit 4 Vocabulary-Presentation Strategies - www.quia.com/ba/153572.html
Unit 4 Vocabulary Review - www.quia.com/cm/177831.html
6.
Show Bad PowerPoint shows (Career Presentation 1 and Sports Athletes) – presentations with too much color, animation, background pictures – and discuss what could be improved.
7.
Show Good PowerPoint shows (FBI Agent and History of Computers) – presentations that show good use of color, animation, and organization.
8. 
Distribute Tips for Designing a Good PowerPoint Show and discuss as a class.
9.
Discuss the Audience formula (Audience Formula Worksheet) to make it easy to determine where to begin a presentation by answering the series of questions.
•
LESSON 2:  “How to Succeed in Business” Planning

BCS-BCP-7. Students will effectively demonstrate the ability to communicate

using a variety of oral and listening techniques in business and personal environments.

g) 
Use technology appropriately to enhance oral presentations.

BCS-BCP-11. Students will use multimedia software to effectively produce a

variety of personal and business media-rich projects.

a) 
Create and present original multimedia presentations to appeal to a target audience.

1.
Review Essential Questions. Post Essential Questions in the classroom. 
· Who is the Target Audience of the “How to Succeed in Business” Presentation?
· What can you do to make your presentation interesting for this target audience?

2.
 Review presentation vocabulary and play Quia Review Games to prepare for Presentations Quiz to be given the next school day.


3.
Distribute Entrepreneur Questionnaire and Project Rubric for the “How to Succeed in Business” project and explain.

4.
Students complete the Audience Formula Worksheet for this project.
•
LESSON 3:  “How to Succeed in Business” Presentation

BCS-BCP-11. Students will use multimedia software to effectively produce a

variety of personal and business media-rich projects.

a) 
Create and present original multimedia presentations to appeal to a target audience.

BCS-BCP-7. Students will effectively demonstrate the ability to communicate

using a variety of oral and listening techniques in business and personal environments.

a) 
Demonstrate courtesy and respect for the speaker through active listening.

b) 
Communicate in a clear, courteous, concise, and correct manner.

c) 
Develop and practice effective oral communication skills.

g) 
Use technology appropriately to enhance oral presentations.

1.
Review Essential Questions. Post Essential Questions in the classroom.
•
Which should say more – you or your PowerPoint presentation?
2.
Discuss Essential Question and administer the Presentation Strategies Quiz.
3.
Distribute Tips for Presenting a Presentation handout and discuss.
4.
Students will complete the “How to Succeed in Business” Entrepreneur Presentation.
5.
Students will research entrepreneurs using the Entrepreneur Questionnaire and Project Rubric.

6.
Student will present “How to Succeed in Business” Entrepreneur PowerPoint Presentation from notes 
pages without reading.
7.
Use Entrepreneur Questionnaire and Project Rubric to evaluate presentations.

•
LESSON 4:  Collaborative Teamwork Project – Master’s Tournament. 

BCS-BCP-11. Students will use multimedia software to effectively produce a

variety of personal and business media-rich projects.

b) 
Create a multimedia project collaboratively.

f) 
Demonstrate the proper operation of a digital, still, and video camera.
1.
Review Essential Questions. Post Essential Questions in the classroom. 

· How can we work collaboratively to create an even more interesting project?
· How do digital images enhance presentations?
2.
Pick teams of 3 or 4; distribute and discuss Masters Tournament Directions and Masters Rubric.
3.  
Have students work together to create an agenda, a presentation (“movie”), and a flyer.
4.  
If time permits, students should present their work to the class.  If time runs out, students will present on the following class day.
5.
Use Masters Rubric to evaluate presentations.
•
ATTACHMENTS FOR LESSON PLANS

· Presentation Strategies Vocabulary List
· Matching Review for Vocab

· Career Presentation (example of bad PowerPoint techniques)
· Sports Athletes (example of bad PowerPoint techniques)

· FBI Agent (example of good PowerPoint techniques)

· History of Computers (example of good PowerPoint techniques)

· Tips for Designing a Presentation
· Audience Formula Worksheet
· Entrepreneur Questionnaire and Project Rubric
· Tips for Presenting a Presentation

· Presentation Strategies Quiz and Key
· Presentation Strategies Quiz and Key (Special Needs)
· Masters Tournament Directions
· Masters Rubric
•
NOTES & REFLECTION: 

· All lessons are written in a 90-minute block format.  However, each lesson can be divided for a 50 minute class period.  It is the responsibility of the instructor to find a natural point in each lesson to divide the activities up over multiple class periods.  It may take extra days to present projects.

· The Presentation Strategies Quiz and Key (Special Needs) Version may be substituted for the Presentation Strategies Quiz and Key as needed.
resentation Strategies Quiz and Key (Special Needs))ds) Version may be substituted for the Presentation Strategies Quiz and Key[image: image6.jpg]% CULMINATING PERFORMANCE TASK





Culminating Unit Performance Task Title: 
Masters Tournament Multimedia Presentation
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
Distribute the Masters Tournament Directions to the class and go over it.  
Attachments for Culminating Performance Task: 
· Masters Tournament Directions
· Master Rubric
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Web Resources:
· www.quia.com/ba/153572.html 
· www.quia.com/cm/177831.html
· www.evancarmichael.com/Main.htm
· www.masters.org
Materials & Equipment: 
· Internet
· Microsoft PowerPoint

· Digital Camera

21st Century Technology Used: 
	x
	Slide Show Software
	
	Graphing Software
	
	Audio File(s)

	x
	Interactive Whiteboard
	
	Calculator
	x
	Graphic Organizer

	x
	Student Response System
	
	Desktop Publishing 
	
	Image File(s)

	
	Web Design Software
	
	Blog
	
	Video

	
	Animation Software
	
	Wiki
	x
	Electronic Game or Puzzle Maker

	
	Email
	x
	Website
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