
FSKOCM001 Participate in highly familiar spoken exchanges
[bookmark: O_527440]

[bookmark: O_527441]Application
This unit describes the skills and knowledge required to participate in highly familiar spoken exchanges, such as providing personal details, asking simple questions, following one step instructions, or requesting everyday items

An individual performing these tasks operates alongside an expert or mentor where significant support, prompting, advice and modelling can be provided.

This unit applies to individuals who use, or are preparing to use, oral communication skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit can be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) oral communication core skill indicators .07 and .08 at pre-level 1 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527444]Unit Sector
Oral Communication

[bookmark: O_527445]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to participate in highly familiar spoken exchange
	1.1 Identify type of spoken exchange
1.2 Identify audience of exchange and purpose
1.3 Identify formulaic expressions and personally relevant details required for spoken exchange

	2. Engage in and review exchange
	2.1 Use oral communication strategies to participate in exchange
2.2 Recognise and use basic non-verbal communication methods
2.3 Seek feedback from expert or mentor to identify areas for improvement



[bookmark: O_527446]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_527455]Unit Mapping Information
Supersedes and is equivalent to FSKOCM01 Participate in highly familiar spoken exchanges.

[bookmark: O_527454]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178


Assessment Requirements for FSKOCM001 Participate in highly familiar spoken exchanges
[bookmark: O_527449]

[bookmark: O_527450]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
participate in at least two different highly familiar spoken exchanges. 
Both exchanges must be reviewed for appropriateness to audience and purpose and participation must include speaking and listening.

Individuals competent in this unit may have laboured speech and/or show significant variations in pronunciation, emphasis and intonation.

[bookmark: O_527451]Knowledge Evidence
During the above spoken exchange the candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
common types of highly familiar spoken exchanges 
common purposes and audiences of highly familiar spoken exchanges
relevant oral communication strategies that support highly familiar spoken exchanges 
basic non-verbal communication techniques for highly familiar spoken exchanges.


[bookmark: O_527452]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context. Spoken exchanges must be undertaken with real individuals.

The following resources are to be made available:
an expert or mentor to initiate and provide highly structured support and modelling to learner
a frequently used word list for oral communication in the workplace
list of common and formulaic phrases
own familiar support resources
participants for highly familiar spoken exchanges described in performance evidence.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, oral communication, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 


[bookmark: O_527456]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178


FSKOCM002 Engage in short and simple spoken exchanges at work
[bookmark: O_527468]

[bookmark: O_527469]Application
This unit describes the skills and knowledge required to interact with others in short and simple spoken exchanges at work, which have an explicit purpose, involve a familiar context and require the use of highly familiar vocabulary. For example, following simple instructions, asking or responding to simple questions, engaging in informal exchanges with colleagues, leaving a short telephone message, or describing a routine task.

An individual performing these tasks operates alongside an expert or mentor where prompting and advice can be provided.

This unit applies to individuals who use, or are preparing to use, oral communication skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit can be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) oral communication core skill indicators .07 and .08 at level 1 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527472]Unit Sector
Oral Communication

[bookmark: O_527473]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to interact in short and simple workplace spoken exchange
	1.1 Identify type of spoken workplace exchange
1.2 Identify purpose and audience of exchange
1.3 Identify oral communication strategies required for engagement in exchange

	2. Interact in spoken exchange
	2.1 Use oral communication strategies to engage in exchange
2.2 Interact using basic grammar, highly familiar vocabulary and simple pronunciation appropriate to workplace 
2.3 Recognise and use simple non-verbal communication methods

	3. Review interaction
	3.1 Seek feedback on whether exchange was appropriate for audience 
3.2 Assess effectiveness of exchange in meeting identified purpose, with assistance 




[bookmark: O_527474]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_527483]Unit Mapping Information
Supersedes and is equivalent to FSKOCM02 Engage in basic spoken exchanges at work.

[bookmark: O_527482]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178
Assessment Requirements for FSKOCM002 Engage in short and simple spoken exchanges at work
[bookmark: O_527477]

[bookmark: O_527478]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
participate in at least two different short, simple and explicit spoken workplace exchanges. 
Exchanges must be appropriate to audience and purpose and participation must include speaking and listening. For individuals competent in this unit long pauses and numerous repetitions may be evident in spoken exchanges.

[bookmark: O_527479]Knowledge Evidence
During the above spoken exchange the candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
common purposes and audiences of short and simple workplace exchanges 
relevant oral communication strategies that support short and simple spoken exchanges 
simple non-verbal communication techniques for short and simple spoken workplace exchanges
highly familiar vocabulary related to self and work context 
basic grammatical structures and simple verb tenses.
[bookmark: O_527480]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context. Spoken exchanges must be undertaken with real individuals.

Skills must be demonstrated using short, simple and explicit oral exchanges that reflect those typically undertaken in a workplace. 

The following resources are to be made available:
an expert or mentor to provide prompting and advice to learner, as needed
own familiar support resources
participants for short and simple exchanges described in performance evidence.
Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, oral communication, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527484]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



FSKOCM003 Participate in familiar spoken interactions at work
[bookmark: O_527487]

[bookmark: O_527488]Application
This unit describes the skills and knowledge required to participate in a limited range of familiar spoken interactions in the workplace, such as talking with co-workers, participating in workplace meetings, giving and responding to simple instructions, receiving and passing on simple messages, making an inquiry, or reporting a problem.

An individual performing these tasks may work with an expert or mentor where support is available if requested.

This unit applies to individuals who use, or are preparing to use, oral communication skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) oral communication core skill indicators .07 and .08 at level 2 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527491]Unit Sector
Oral Communication

[bookmark: O_527492]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to participate in familiar spoken interaction
	1.1 Identify type of spoken workplace interaction
1.2 Identify the purpose and audience of interaction
1.3 Identify content of interaction and required information
1.4 Identify oral communication strategies required for participation in interaction

	2. Interact in spoken exchange
	2.1 Use oral communication strategies for simple interactions
2.2 Interact using simple grammar, familiar vocabulary and mostly intelligible pronunciation
2.3 Recognise and use appropriate non-verbal communication methods

	3. Review interaction
	3.1 Seek feedback on whether exchange was appropriate for audience and purpose
3.2 Reflect on performance to identify areas for improvement, with assistance



[bookmark: O_527493]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.


[bookmark: O_527502]Unit Mapping Information
Supersedes and is equivalent to FSKOCM03 Participate in simple spoken interactions at work.

[bookmark: O_527501]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKOCM003 Participate in familiar spoken interactions at work
[bookmark: O_527496]

[bookmark: O_527497]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
participate in and review performance in at least two different simple spoken workplace interactions appropriate to audience and purpose. 
Participation must include speaking and listening.

[bookmark: O_527498]Knowledge Evidence
During the above spoken exchange the candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
common purposes and audiences of simple workplace interactions 
relevant oral communication strategies that support familiar spoken interactions 
non-verbal communication methods to clarify and confirm meaning
simple grammar and key vocabulary of personal significance
simple verb tenses in sentences with one or more clauses
some differences between informal and formal registers.


[bookmark: O_527499]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context. Spoken exchanges must be undertaken with real individuals.

Skills must be demonstrated using familiar oral exchanges that reflect those typically undertaken in a workplace. 

The following resources are to be made available:
an expert or mentor to provide support to learner if requested
own familiar support resources
participants for familiar spoken interactions described in performance evidence.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, oral communication, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527503]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



FSKOCM004 Use oral communication skills to participate in workplace meetings
[bookmark: O_527525]

[bookmark: O_527526]Application
This unit describes the skills and knowledge required to use oral communication skills to contribute to workplace meetings, such as internal team meetings, staff meetings, external meeting with clients or suppliers, industry committee meetings, project meetings, and work health and safety (WHS) meetings.

An individual performing these tasks works independently and uses familiar support resources as needed.

This unit applies to individuals who use, or are preparing to use, oral communication skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) oral communication core skill indicators .07 and .08 at level 3 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527529]Unit Sector
Oral Communication

[bookmark: O_527530]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to participate in workplace meeting
	1.1 Identify purpose of the meeting and desired outcome
1.2 Identify meeting participants and level of formality
1.3 Confirm any sensitivities or confidentialities

	2. Participate in meeting
	2.1 Use oral communication strategies to contribute to meeting
2.2 Participate using conventional grammar, every day and some specific vocabulary and routine pronunciation
2.3 Recognise and use appropriate non-verbal communication strategies

	3. Review performance
	3.1 Seek feedback on own contribution to meeting
3.2 Evaluate own performance and communication strategies to identify areas for improvement




[bookmark: O_527531]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_527540]Unit Mapping Information
Supersedes and is equivalent to FSKOCM04 Use oral communication skills to participate in workplace meetings.

[bookmark: O_527539]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKOCM004 Use oral communication skills to participate in workplace meetings
[bookmark: O_527534]

[bookmark: O_527535]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:

· participate and review performance in at least two different workplace meetings.

Participation must include speaking and listening. 

[bookmark: O_527536]Knowledge Evidence
During the above spoken exchange the candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
common purposes and outcomes of routine workplace meetings 
typical participants of workplace meetings and relevance of participants to the appropriate register of communication
sensitivities or confidentialities relevant to workplace
relevant oral communication strategies that support participation in workplace meetings 
non-verbal communication strategies to participate in workplace meetings
range of tenses and appropriate use
intelligible pronunciation of key language
routine and some specialised vocabulary 
strategies to evaluate performance.

[bookmark: O_527537]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context. Spoken exchanges must be undertaken with real individuals. 

Skills must be demonstrated using routine oral exchanges that reflect those typically undertaken in a workplace. 

The following resources are to be made available:
own familiar support resources
participants for workplace meetings described in performance evidence.
Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, oral communication, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527541]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



FSKOCM005 Use oral communication skills for effective workplace presentations
[bookmark: O_527544]

[bookmark: O_527545]Application
This unit describes skills and knowledge required to deliver effective workplace presentations, such as a prepared short presentation to co-workers, information updates (e.g. changes to Work Health and Safety (WHS)), or instructions on how to use new equipment.

An individual performing these tasks works independently and uses familiar support resources as needed.

This unit applies to individuals who use, or are preparing to use, oral communication skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) oral communication core skill indicators .07 and .08 at level 3 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527548]Unit Sector
Oral Communication

[bookmark: O_527549]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Plan to deliver workplace presentation
	1.1 Identify purpose of presentation and required outcome
1.2 Identify audience of presentation 
1.3 Identify and locate information required for presentation
1.4 Plan presentation structure and organise content and relevant support material(s) 

	2. Deliver presentation
	2.1 Use clear and organised oral communication strategies to deliver presentation
2.2 Present using conventional grammar, industry jargon, every day and some specific vocabulary and routine pronunciation
2.3 Use positive non-verbal communication to support delivery of presentation

	3. Review performance
	3.1 Seek feedback and evaluate effectiveness of communication 
3.2 Review success of presentation in meeting identified purpose 
3.3 Identify areas for improvement




[bookmark: O_527550]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.


[bookmark: O_527559]Unit Mapping Information
Supersedes and is equivalent to FSKOCM05 Use oral communication skills for effective workplace presentations.

[bookmark: O_527558]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178
Assessment Requirements for FSKOCM005 Use oral communication skills for effective workplace presentations
[bookmark: O_527553]

[bookmark: O_527554]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
plan and deliver at least one workplace presentation appropriate to audience and purpose, and review own performance to identify areas for improvement.

[bookmark: O_527555]Knowledge Evidence
During the above spoken exchange the candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
common purposes and audiences of routine workplace presentations
typical presentation structures for routine workplace presentations and methods to organise content 
relevant oral communication strategies that support the delivery of workplace presentations 
non-verbal communication strategies to support delivery of workplace presentations
grammar, vocabulary and pronunciation appropriate for routine workplace presentations
relevant workplace jargon, where suitable
strategies to review success in meeting identified purpose of presentation and to identify areas of improvement.

[bookmark: O_527556]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context. Spoken exchanges must be undertaken with real individuals. 

Skills must be demonstrated using routine oral exchanges that reflect those typically undertaken in a workplace. 

The following resources are to be made available:
own familiar support resources
participant(s) for workplace presentation described in performance evidence.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, oral communication, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527560]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



FSKOCM006 Use oral communication skills to participate in workplace teams
[bookmark: O_527563]
[bookmark: O_527564]Application
This unit describes the skills and knowledge required to participate in and contribute to workplace teams, such as providing services and information, communicating workplace instructions and messages, or participating in team meetings. 

An individual performing these tasks works independently and uses familiar support resources as needed.

This unit applies to individuals who use, or are preparing to use, oral communication skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) oral communication core skill indicators .07 and .08 at level 3 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527567]Unit Sector
Oral Communication

[bookmark: O_527568]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Plan to interact in workplace team
	1.1 Identify purpose of interaction
1.2 Identify workplace audience and establish appropriate register 
1.3 Identify information relevant to exchange
1.4 Identify oral communication strategies to communicate effectively in a team

	2. Interact effectively in workplace team
	2.1 Use oral communication strategies for routine interaction
2.2 Interact using conventional grammar, every day and some specific vocabulary, and routine pronunciation appropriate to workplace 
2.3 Recognise and use appropriate non-verbal communication and interactional strategies to support interaction with workplace team

	3. Review interaction
	3.1 Seek feedback and evaluate effectiveness of participation 
3.2 Review success of interaction to meet workplace outcomes 
3.3 Identify areas for improvement




[bookmark: O_527569]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_527578]Mapping Information
Supersedes and is equivalent to FSKOCM06 Use oral communication skills to participate in workplace teams.

[bookmark: O_527577]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178
Assessment Requirements for FSKOCM006 Use oral communication skills to participate in workplace teams
[bookmark: O_527572]

[bookmark: O_527573]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
participate in and review the success of at least two different spoken exchanges in a workplace team. 

Participation must include speaking and listening. 

[bookmark: O_527574]Knowledge Evidence
During the above spoken exchange the candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
common purposes and audiences of routine workplace team interactions 
appropriate register for formal and informal workplace team interactions
relevant oral communication strategies that support participation in workplace teams 
intelligible pronunciation of key language
routine and some specialised vocabulary non-verbal feedback strategies and how to use them in workplace team interactions
strategies to review success in meeting identified purpose of presentation and to identify areas of improvement.


[bookmark: O_527575]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context. Spoken exchanges must be undertaken with real individuals in a team. 

Skills must be demonstrated using routine oral exchanges that reflect those typically undertaken in a workplace. 

The following resources are to be made available:
own familiar support resources
participants for spoken exchanges described in performance evidence.
Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, oral communication, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527579]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

FSKOCM007 Interact effectively with others at work
[bookmark: O_527582]

[bookmark: O_527583]Application
This unit describes the skills and knowledge required to interact effectively with others in the workplace, including external clients and internal staff. Interactions include giving or responding to spoken instructions, responding to customer queries and complaints, explaining a workplace procedure, or taking telephone calls from the general public or internal staff.

An individual performing these tasks works independently and uses familiar support resources as needed.

This unit applies to individuals who use, or are preparing to use, oral communication skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) oral communication core skill indicators .07 and .08 at level 3 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527586]Unit Sector
Oral Communication

[bookmark: O_527587]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to interact with others at work
	1.1 Identify type of interaction and audience
1.2 Interpret purpose of interaction and the information required for exchange
1.3 Establish appropriate style, tone and register of communication to meet audience needs 
1.4 Identify oral communication strategies required for spoken interaction

	2. Participate in interactions with others 
	2.1 Use oral communication strategies to communicate effectively
2.2 Interact using conventional grammar, every day and some specific vocabulary, and routine pronunciation appropriate to the workplace
2.3 Recognise and use appropriate non-verbal communication strategies

	3. Review performance
	3.1 Confirm if intended meaning and information has been communicated 
3.2 Seek feedback and evaluate effectiveness of own performance
3.3 Identify strategies for improvement




[bookmark: O_527588]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_527597]Unit Mapping Information
Supersedes and is equivalent to FSKOCM07 Interact effectively with others at work.

[bookmark: O_527596]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKOCM007 Interact effectively with others at work
[bookmark: O_527591]

[bookmark: O_527592]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
participate in at least two different spoken interactions at work appropriate to audience and purpose. 
Participation must include speaking and listening.

[bookmark: O_527593]Knowledge Evidence
During the above spoken exchange the candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
different types of workplace interactions and their typical audiences
common purposes of workplace interactions 
different registers, styles and tones of workplace interactions and their application to differing audiences
relevant oral communication strategies that support effective spoken interactions at work
range of tenses and appropriate use
intelligible pronunciation of key language
routine and some specialised vocabulary 
non-verbal feedback strategies and their application.

[bookmark: O_527594]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context. Spoken exchanges must be undertaken with real individuals. 

Skills must be demonstrated using routine oral exchanges that reflect those typically undertaken in a workplace. 

The following resources are to be made available:
own familiar support resources
participants for interactions described in performance evidence.
Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, oral communication, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 
[bookmark: O_527598]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



FSKOCM008 Use oral communication skills to facilitate workplace negotiations
[bookmark: O_527601]

[bookmark: O_527602]Application
This unit describes the skills and knowledge required to use oral communication skills to facilitate complex workplace negotiations, such as changes to company policies, negotiating changes to work practices including performance reviews, training plans and solutions to workplace problems.

An individual performing these tasks works independently and uses support from a range of established resources.

This unit applies to individuals who use, or are preparing to use, oral communication skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) oral communication core skill indicators .07 and .08 at level 4 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527605]Unit Sector
Oral Communication

[bookmark: O_527606]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to facilitate complex workplace negotiation
	1.1 Define the purpose of the negotiation and identify desired outcome
1.2 Identify negotiation participants, roles and responsibilities and required level of formality
1.3 Identify level of sensitivity and confidentiality and develop plan to manage throughout negotiation
1.4 Draw on knowledge of context to plan structure of negotiation to meet identified purpose

	2. Facilitate workplace negotiation
	2.1 Use appropriate oral communication strategies for workplace negotiation
2.2 Recognise and use appropriate grammar, vocabulary and pronunciation
2.3 Use appropriate non-verbal communication strategies
2.4 Monitor effectiveness of negotiation and make adjustments to oral communication strategies as required

	3. Finalise negotiation and review performance
	3.1 Establish outcome of negotiation and compare with intended outcome
3.2 Seek feedback on and review management of sensitive and confidential materials 
3.3 Critically evaluate own performance to identify areas for improvement




[bookmark: O_527607]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.


[bookmark: O_527616]Unit Mapping Information
Supersedes and is equivalent to FSKOCM08 Use oral communication skills to facilitate workplace negotiations.

[bookmark: O_527615]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKOCM008 Use oral communication skills to facilitate workplace negotiations
[bookmark: O_527610]

[bookmark: O_527611]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:

· facilitate at least one complex workplace negotiation. 

Facilitation must include speaking and listening.


[bookmark: O_527612]Knowledge Evidence
During the above spoken exchange the candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
common purposes and outcomes of complex workplace negotiations 
relevant policies and procedures and role in workplace communications
typical participants of complex workplace negotiations and their roles and responsibilities
registers of communication and applicability to different workplace contexts
techniques to identify and manage sensitivities or confidentialities in workplace negotiations
relevant oral communication strategies that support facilitation of complex workplace negotiations 
non-verbal communication strategies to facilitate workplace negotiations
grammar, vocabulary and pronunciation to facilitate workplace negotiations
specialised vocabulary, idioms and colloquialisms relevant to workplace
techniques to monitor effectiveness of interaction and strategies to influence change in direction
strategies to review performance.

[bookmark: O_527613]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context. Spoken exchanges must be undertaken with real individuals. 

Skills must be demonstrated using complex oral exchanges that reflect those typically undertaken in a workplace. 

The following resources are to be made available:
own familiar support resources
participants for workplace negotiation described in performance evidence.
Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, oral communication, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527617]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178




FSKOCM009 Use oral communication skills to facilitate workplace meetings
[bookmark: O_527620]

[bookmark: O_527621]Application
This unit describes the skills and knowledge required to apply oral communication skills to facilitate and participate in complex internal or external workplace meetings, such as committee meetings, board meetings, annual general meetings, project management meetings, inter-departmental meetings, meetings with clients or suppliers, or staff meetings.

An individual performing these tasks works independently and uses support from a range of established resources.

This unit applies to individuals who use, or are preparing to use, oral communication skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) oral communication core skill indicators .07 and .08 at level 4 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527624]Unit Sector
Oral Communication

[bookmark: O_527625]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Plan for complex workplace meeting
	1.1 Identify purpose of meeting and desired outcome
1.2 Identify meeting participants, roles and responsibilities and the necessary register of meeting
1.3 Identify any sensitivities or confidentialities and develop plan to manage
1.4 Establish meeting medium and prepare relevant materials 

	2. Facilitate and participate in meeting
	2.1 Use effective oral communication strategies to facilitate meeting
2.2 Use appropriate grammar, vocabulary and pronunciation
2.3 Recognise and use appropriate non-verbal communication
2.4 Monitor effectiveness of presentation and make adjustments to oral communication strategies as required

	3. Review performance
	3.1 Identify action points stemming from meeting and document according to organisational procedures 
3.2 Review effectiveness of meeting to meet identified purpose
3.3 Seek feedback and reflect on performance to develop strategies for improvement 




[bookmark: O_527626]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.


[bookmark: O_527635]Unit Mapping Information
Supersedes and is equivalent to FSKOCM09 Use oral communication skills to facilitate workplace meetings.

[bookmark: O_527634]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKOCM009 Use oral communication skills to facilitate workplace meetings
[bookmark: O_527629]

[bookmark: O_527630]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
facilitate at least one workplace meeting.
Facilitation must include speaking and listening.


[bookmark: O_527631]Knowledge Evidence
During the above spoken exchange the candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
common purposes and desired outcome(s) of complex workplace meetings 
typical participants of complex workplace meetings and their roles and responsibilities
informal and formal register of communication
techniques to identify sensitivities or confidentialities relevant to workplace meetings
common mediums for complex workplace meetings and appropriate uses
relevant oral communication strategies that support the facilitation of workplace meetings 
non-verbal communication strategies to facilitate workplace meetings
grammar, vocabulary and pronunciation required to facilitate workplace meetings
specialised vocabulary, idioms and colloquialisms relevant to workplace
typical action points stemming from complex workplace meetings and processes to document
strategies to review performance.

[bookmark: O_527632]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context. Spoken exchanges must be undertaken with real individuals. 

Skills must be demonstrated using complex oral exchanges that reflect those typically undertaken in a workplace. 

The following resources are to be made available:
own familiar support resources
participants for workplace meeting described in performance evidence.
Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, oral communication, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527636]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178




FSKOCM010 Use oral communication skills for complex workplace presentations
[bookmark: O_527639]

[bookmark: O_527640]Application
This unit describes the skills and knowledge required to use oral communication skills to deliver complex workplace presentations, such as a sales promotion or product launch, presentation at staff development forum, presentation of a proposal, seminar presentations, or leading a focus group.

An individual performing these tasks works independently and uses support from a range of established resources.

This unit applies to individuals who use, or are preparing to use, oral communication skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) oral communication core skill indicators .07 and .08 at level 4 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527643]Unit Sector
Oral Communication

[bookmark: O_527644]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Plan to deliver complex workplace presentation
	1.1 Identify purpose of presentation and required outcome
1.2 Identify audience of presentation and establish appropriate register

	2. Develop presentation
	2.1 Identify options for presentation structure and select appropriate format
2.2 Locate and evaluate information and materials for presentation
2.3 Organise and sequence information into presentation structure and relevant support material(s)

	3. Deliver presentation
	3.1 Use positive oral communication strategies to deliver presentation
3.2 Present using appropriate grammar, vocabulary and pronunciation, and clarify all industry jargon
3.3 Use appropriate positive non-verbal communication strategies to support and enhance delivery
3.4 Monitor effectiveness of presentation and make adjustments to oral communication strategies as required

	4. Review performance
	4.1 Seek feedback on oral communication strategies used
4.2 Review effectiveness of presentation to meet identified purpose
4.3 Critically reflect on own performance and develop strategies for improvement




[bookmark: O_527645]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

	Skill
	Description

	Reading
	Researching information from a range of sources




[bookmark: O_527654]Unit Mapping Information
Supersedes and is equivalent to FSKOCM10 Use oral communication skills for complex workplace presentations.

[bookmark: O_527653]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKOCM010 Use oral communication skills for complex workplace presentations
[bookmark: O_527648]

[bookmark: O_527649]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
plan and deliver at least one complex workplace presentation appropriate to audience and purpose, and review the effectiveness of own performance to identify areas for improvement.


[bookmark: O_527650]Knowledge Evidence
During the above spoken exchange the candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
common purposes, audiences and outcomes of complex workplace presentations
informal and formal oral communication registers and relevance to audiences
range of presentation structures and uses 
techniques to locate relevant information and synthesise into presentation structure
relevant oral communication strategies that support the delivery of complex workplace presentations 
non-verbal communication strategies to enhance the delivery of workplace presentations
grammar, vocabulary and pronunciation for complex workplace presentations
specialised vocabulary, idioms, colloquialisms and jargon relevant to workplace
techniques to monitor effectiveness of interaction and strategies to influence change in direction
strategies to review performance.

[bookmark: O_527651]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context. Spoken exchanges must be undertaken with real individuals. 

Skills must be demonstrated using complex oral exchanges that reflect those typically undertaken in a workplace. 

The following resources are to be made available:
own familiar support resources
participants for presentation described in performance evidence.
Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, oral communication, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527655]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



FSKOCM011 Use oral communication skills to facilitate complex workplace team interactions
[bookmark: O_527658]

[bookmark: O_527659]Application
This unit describes the skills and knowledge required to use oral communication skills to facilitate complex workplace team interactions, such as leading group discussions, negotiating agreed outcomes, explaining workplace procedures, or exploring workflow issues. 

An individual performing these tasks works independently and initiates and uses support from a range of established resources.

This unit applies to individuals who use, or are preparing to use, oral communication skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) oral communication core skill indicators .07 and .08 at level 4 in the workplace and employment domain of communication.


No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527662]Unit Sector
Oral Communication

[bookmark: O_527663]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Plan to facilitate complex workplace team interaction
	1.1 Identify the purpose and context of team interaction
1.2 Identify participants required for interaction and appropriate register of communication
1.3 Identify required outcome of team interaction 
1.4 Identify information relevant to exchange and plan interaction

	2. Facilitate workplace team interaction
	2.1 Use oral communication strategies to engage team
2.2 Interact using appropriate grammar, vocabulary and pronunciation
2.3 Use and respond to non-verbal communication strategies to guide and influence the effectiveness of interaction
2.4 Monitor effectiveness of interaction and make adjustments to oral communication strategies as required

	3. Review performance
	3.1 Seek feedback on oral communication and interactional strategies used
3.2 Review effectiveness of the facilitation to meet identified workplace purpose 
3.3 Critically reflect on own performance and develop strategies for improvement




[bookmark: O_527664]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_527673]Unit Mapping Information
Supersedes and is equivalent to FSKOCM11 Use oral communication skills to facilitate workplace teams.

[bookmark: O_527672]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKOCM011 Use oral communication skills to facilitate complex workplace team interactions
[bookmark: O_527667]

[bookmark: O_527668]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
facilitate at least one complex workplace team interaction using oral communication skills and interpersonal skills to meet workplace audience and purpose. 

Facilitation must include speaking and listening.


[bookmark: O_527669]Knowledge Evidence
During the above spoken exchange the candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
common purposes and outcomes of complex workplace team interactions
techniques to identify relevant participants for workplace team interactions and the communication register relevant to audience
strategies to plan and structure complex team interactions, taking into consideration context, audience and required outcome 
relevant oral communication strategies that support to the facilitation of complex workplace teams 
grammar, vocabulary and pronunciation to facilitate workplace teams 
specialised vocabulary, idioms and colloquialisms relevant to workplace
non-verbal communication techniques 
techniques to monitor effectiveness of interaction and strategies to influence change in direction
strategies to review performance.

[bookmark: O_527670]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context. Spoken exchanges must be undertaken with real individuals. 

Skills must be demonstrated using complex oral exchanges that reflect those typically undertaken in a workplace. 

The following resources are to be made available:
own familiar support resources
participants for team interaction described in performance evidence.
Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, oral communication, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527674]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



FSKOCM012 Use oral communication skills to participate in workplace negotiations


Application
This unit describes the skills and knowledge required to use oral communication skills to participate in routine workplace negotiations, such as responding to customer complaints or enquiries, negotiating change to roster with co-workers, discussing a pay rise, or change to contract with manager/supervisor.

An individual performing these tasks works independently and uses familiar support resources as needed.

This unit applies to individuals who use, or are preparing to use, oral communication skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) oral communication core skill indicators .07 and .08 at level 3 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

Unit Sector
Oral Communication

Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to participate in routine workplace negotiation
	1.1 Identify purpose of negotiation 
1.2 Identify desired outcome and information to support position
1.3 Identify negotiation participants and level of formality

	2. Participate in negotiation
	2.1 Use appropriate oral communication strategies for workplace negotiation
2.2 Participate using conventional grammar, every day and some specific vocabulary and routine pronunciation
2.3 Recognise and use appropriate non-verbal communication strategies

	3. Finalise negotiation and review performance
	3.1 Confirm outcome of negotiation and compare with desired outcome
3.2 Seek feedback on contribution to negotiation 
3.3 Evaluate own performance and communication strategies to identify areas for improvement




Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

Unit Mapping Information
No equivalent unit.

Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178
Assessment Requirements for FSKOCM012 Use oral communication skills to participate in workplace negotiations


Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
prepare for and participate in at least two different routine workplace negotiations. 

Participation must include speaking and listening.



Knowledge Evidence
During the above spoken exchange the candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
common purposes and outcomes of routine workplace negotiations 
typical participants of workplace negotiations 
informal and formal register of communication and the application of each
relevant oral communication strategies that support participation in routine workplace negotiations 
non-verbal communication strategies to participate in workplace negotiations
range of tenses and when to use them
intelligible pronunciation of key language
routine and some specialised vocabulary 
strategies to review performance.

Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context. Spoken exchanges must be undertaken with real individuals. 
[bookmark: _GoBack]
Skills must be demonstrated using routine oral exchanges that reflect those typically undertaken in a workplace. 

The following resources are to be made available:
own familiar support resources
participants for negotiations described in performance evidence.
Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, oral communication, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178
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