


Long Sample Task 1(Level 1): Research and Organise a Short Presentation 
Notes for the Supervisor 
This is a highly recommended task that requires little of your time and supervision, but incorporates many learning aspects in an integrated way for the student including
· It incorporates most of the eight employability skills in Financial Services, such as planning and organisation, communication, initiative, learning and technology. 
· It encourages workplace interaction 
· It can be assigned to students with little specific industry skills (depending on the topic you select)
· It enhances student’s confidence and independence

Task 
The student 
(i) researches on the topic 
(ii) prepares a short presentation (about 10 to 15 minutes) 
(iii) organises a presentation session for a small group of your staff (3 to 4 staff) later on in the week or the last day   

· Your preparation time - 5 to 10 minutes 
· Choose a topic of interest or benefit to your organisation or staff 
· Write or type the topic and requirements in the work request form on the next page. Print a copy for the student.
· Brief the student about the task

· Total time for you and your staff – approximately 20 minutes in total, including time for 
· Responding to student’s verbal or email request to attend the session 
· Attending the presentation session 

· Key requirements - the support of your staff 

· Optional addition	
Light refreshment can be included before or after the presentation.  A small-scale teamwork can be incorporated by assigning the student to work with the receptionist(s) or office clerical staff in organising the refreshment.



[Insert your organisation name/logo]
Work Request for Work Placement Student

Student name: ___________________________________________________________
Work Requested by: ______________________________________________________
Contact phone/email: __________________________________________
Date requested: __________________________________________________________
Date and time required: ____________________________________________________
Task importance (please circle):		URGENT	    Normal	           Low
Task details
Research on a topic and make a short presentation (10 to 15 minutes) to a group of staff members 
1. Research Topic _________________________________________________________
_________________________________________________________________________
2. Present the findings of your research in a short presentation to these staff members 

Name of staff					Position		Contact details
_______________________________           _________________   	_____________________
_______________________________           _________________   	_____________________
_______________________________           _________________   	_____________________
_______________________________           _________________   	_____________________

3. Organise the presentation session

Date ______________________  Time ________________	Venue ______________________

· Invite the staff members assigned 
· Plan equipment requirements and check with appropriate personnel  

4. Requirements
· IMPORTANT
· Beware of security issues when searching on the internet. Avoid accessing or downloading from suspicious website. Check with your supervisor if you are not sure.  
· Refer to the organisation’s guidelines (if available) for internet use. 

· Format options
Option 1	Refer to the organisation’s requirements for written documents 
Option 2	Use your own design 
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