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Section A - Assessment Information
	Duration and/or due date:

	

	Task Instructions

	Summary and Purpose of Assessment
This assessment is task three (3) of three assessment tasks you need to complete satisfactorily in order to be deemed competent for this unit. This quiz allows you to demonstrate your knowledge of developing workplace communication strategies. 
Assessment Instructions
For this assessment, you are required complete this quiz on Canvas to demonstrate your knowledge of developing workplace communication strategies.
The types of questions may include;
•  Short answer questions
•  Match the definition questions
•  Fill in the gap questions
This assessment is an open book assessment; therefore, you can use your class notes. 

What
For this assessment you are asked to answer 18 questions which relate to a range of workplace scenarios.  Please answer all questions using full sentences (not dot points).

Where
This assessment will take place out of class in your own time. 

How
All 18 questions must be answered correctly for you to be assessed as satisfactory for this assessment task 

Please ask your teacher to help you clarify the task’s requirements and any of the instructions.

	Conditions for assessment

	· The quiz has no time limit and you can have multiple attempts at the quiz.
· You must complete the task by the due date.
· The task is to be completed in your own time.
· Please make arrangements with your assessor, at least one week prior to the assessment due date, if you feel that you require special allowance or allowable adjustment to this set task. 
· You will be assessed as Satisfactory or Not Yet Satisfactory.
· To achieve a result of 'satisfactory' you need to answer each question correctly.
· You can appeal the assessment decision according to the RMIT Assessment Processes

	Instructions on submitting your knowledge assessment   

	Quiz must be undertaken and submitted on Canvas. 



	Equipment/resources students must supply:
	Equipment/resources to be provided by RMIT or the workplace:

	· Computer and relevant software
· Class notes

	· Hard copies of unit materials and the student version of this assessment task OR access to soft copies 
· Computer and internet access (if required)







Section B – Student Answer Sheet 
	Student Name

	


	Student ID

	




	Students provide your responses in the boxes below each question 

	Questions
	Satisfactory
   Y          N

	Q 1: Please list 5 types of stakeholders you can consult to develop communication strategies.

	A: 
· Education institutions
· Local and state politicians
· Local councils
· Funding bodies
· Internal staff


	
	

	Q 2: Please explain what a conflict of interest is and provide one example of what this may look like in the workplace.

	A:
A conflict of interest is a situation in which a person or organisation, is involved in many interests and serving one interest might affect the other and can work against each other. An example of this may be an employee at an organisation starts his/her own business that provides similar services to their full-time employment.


	
	

	Q3: Explain the difference between a strategic plan and a business plan.  

	A:     
A strategic plan is mainly used to implement and managing the direction of an existing organisation, and to provide focus and action to move the organisation from where they are now to where they want to go. A business plan is used to start a business. It lays out a written roadmap for the business from marketing, financial, and operational standpoints.
 
	
	

	Q4: Please describe the way in which the political, economic, social and technological factors impact your work as a community services worker. 

	A: 
Political: political factors can impact my work as a community service worker by recommending referrals for government housing or centre-link, laws, and qualifications to meet certain criteria for clients can change.
Economic: If the economy is preforming poorly, it may impact my work by helping clients find employment. 
Social: Continuously facing and trying to solve social issues.
Technological: Keeping up with the latest technologies and computer programs in the workplace.


	
	

	Q5: A SWOT analysis will help you identify and assess needs and factors affecting an organisation. Explain what a SWOT analysis is and which are the internal and which are the external factors.

	A:
A SWOT analysis is a tool used to determine strengths, weaknesses, opportunities, and threats within an organisation. It can be applied to the entire organisation or specific projects. SWOT analysis is mainly used at the organisational level to determine how far off the organisation is from their goals. Strengths and weaknesses are internal, and opportunities and threats are external.  


	
	

	Q6: Please list at least 5 legal & ethical considerations relating to communication

	A:
· Duty of Care
· Discrimination 
· Privacy, confidentiality, and discloser laws
· Communication techniques example: simple language or open-ended questions
· Translation 


	
	

	Q7: Explain the difference between traditional media and digital media

	A:
Traditional media is media before the internet began such as Television advertisements, newspapers, magazines, radio, and billboards. Digital media includes everything you would see online such as video streaming services, blog posts, newsletters, email, online advertisements, and social media. Digital media seems to be more interactive with its viewers. 


	
	

	Q8: Please list at least four examples of organisational communication channels. 

	A: 
· Holding meetings within the organisation (internal and formal)
· Gossiping to colleagues during lunch hour (internal and unofficial)
· Speaking engagements to stakeholders (external and informal)
· Annual reports (internal and formal)

	
	

	Q9: In your own words please describe what a formal organisational communication is?

	A:
Formal organisation communication is information from the boss straight through to official channels. This can be through meetings, newsletters, and reports.
	
	

	Q10: Please list at least five common elements of a communication plan

	A:
· Background
· Aims-Objectives
· Key messages
· Target audience
· Evaluation plan

	
	

	Q11: To calculate return on investment, you need to determine your potential financial gains and benefits from an investment and the investment’s c____s.

	A: 
Cost

	
	

	Q12: In your own words please explain your understanding on the term ‘Return on investment (ROI)’

	A:
Return on investment is the gain or loss in terms of the investment.

	
	

	Q13: A c________ communication plan outlines the steps for employees to take to provide critical information about an emergency or incident to stakeholders.


	A:
Crisis

	
	

	Q14: Explain the difference between coaching and mentoring

	A:
Coaching focuses on improving performance and mentoring focuses on supporting development. Coaches also focuses on developing skills to a particular task and mentors focus on building knowledge. Coaching occurs over a shorter period than mentoring does.
	
	

	Q15: Please describe at least three ways in which you can maintain work-related networks and relationships?

	A:

Helping a co-worker with their career goals by putting in a good word to your boss, to help them get a promotion they have wanted for many years.

Monthly coffee meetups with your close networked relationships to catch up and discuss new ideas.

Express gratitude to your networked relationships or co-workers who have taught you a valuable career lesson by sending them a thank you note and gift.

These examples will maintain and strengthen your relationships. 



	
	

	Q16: Put in the correct order the steps to evaluate or review communication practices.

	Step:
· 2
· 5
· 3
· 1
· 4

Action:
· Determine lessons learned and recommendations for improvement
· Plan the evaluation
· Determine results against objectives and identify outcomes
· Prepare and submit a report to management
· Gather and analyse feedback and information
	
	

	Q17: Your team organised a band competition for young people at your youth centre. The competition was promoted by posting Twitter and Facebook announcements from the centre's accounts, and around 110 people attended. 
Please describe what approach you would use to obtain feedback to evaluate your communication strategy?

	A:

I would use an online survey (survey monkey) to obtain the feedback from the people who attended the band competition. I would use this tool because many people attended and using an online survey would be more effective than face to face. Since the event was advertised online, the chances of people who attended the event, completing the survey will be higher than face to face or a phone call. 

	
	

	Q18: Please describe at least three different methods you would use to promote the use of communication strategies to staff?

	A: 
I would use one on one meetings with staff to discuss their progress and areas that are needing improving. I would also hold meetings with the whole organisation to get face to face feedback from staff and having an open-door policy where staff can regularly have open discussions and voice their concerns. 

	
	



Section C – Feedback to Student 

	Has the student successfully completed the task?
	   Yes              No

	
	
	

	Feedback to student:


	













	Assessor Name
	Date








[      Quiz       ]          	    [    3 0f 3  ]    	  [    21/09/2019  ]
Student knowledge assessment task © Content is subject to copyright, RMIT University 	     
FINAL APPROVED – STUDENT KNOWLEDGE ASSESSMENT TASK TEMPLATE – June 2019_Version 2.0	Page 1 of 5

image1.jpg
® RMIT

UNIVERSITY




