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Introduction


This workbook has been developed so that you are able to collect and present evidence that demonstrates your knowledge and skills in relation to personal presentation and its impact.

There are different sections that make up this workbook in order to make sure you are able to complete all of the tasks necessary, but you will be provided with support as you move along by your Assessor.

Further learning materials and support is available through your studying membership of the Institute of Enterprise and Entrepreneurs. If you haven’t yet received your login, please speak to your Assessor who will be happy to sort this out for you.

This unit contains three learning outcomes and will support you to be able to:

· Understand what is meant by personal presentation
· Understand the importance of good personal presentation
· Understand ways of improving personal presentation

The evidence within this workbook will be assessed by,

Assessor Name: 

and will be quality assured by,

Internal Quality Assurer Name: Copyright © 2020 SFEDI Enterprises Ltd    

All rights reserved. This book or any portion thereof may not be reproduced or used in any manner whatsoever without the express written permission of the publisher (address below).    

Approved SFEDI Awards centres and learners undertaking a SFEDI Awards qualification may photocopy this document free of charge and/or include a PDF version on its intranet where it is only done so for the purposes of the approved delivery of this qualification.    

SFEDI Enterprises Ltd t/a SFEDI Awards  
19 Victoria Rd
Darlington
DL1 5SF
www.sfedigroup.com    

Every effort has been made to ensure that the information contained in this publication is true and accurate at the time of publication. However, SFEDI Enterprises t/a SFEDI Awards strives to continually develop and improve our qualifications and, as such, there may be occasions where changes are required. SFEDI Enterprises t/a SFEDI Awards does not accept liability for any loss or damage arising from the use of the information contained within this publication.
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Your Assessor will support you to plan how best to demonstrate your knowledge and skills which may be through the completion of the activities within this workbook or may include additional tasks best suited to you.

If any additional tasks are to be completed they will be listed in the table below with target dates for which you should try your best to complete each task listed.


	Task
	Target Date
	Re-planned Target Date

	Completion of the activities included within this workbook
	
	

	
	
	

	
	
	

	
	
	

	
	
	





By signing below, you agree to completing the work as detailed above and working with your Assessor to achieve this by the deadlines indicated.



Learner Name: 

Signature: 

Date: 



Assessor Name: 

Signature: 

Date: 
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What is Personal Presentation

Whether you're applying for a job or attending a family function, your personal presentation is the first thing that people notice when you enter a room. Making sure your personal presentation makes a great first impression should be a priority. 

But what do we mean by personal presentation? 
Below, there is a list of things that are included in your personal presentation.

· Self-esteem and self-confidence – how you feel about yourself and your abilities
· Personal appearance – how you look, and how other people see you
· Non-verbal communication – your body language, voice and facial expressions
· Verbal communication – how you speak and use your words to make an impression
· Behaviour – how you behave more generally, including politeness.
Making sure you are aware of these areas will help develop your personal presentation.

Making sure you are friendly and professional is crucial to that first interaction. You also want to come across like you are clean, prepared and ready to work. Of course, it depends on what situation you are in, as to how you present yourself. Sometimes you may need to present a heightened version of your own personality, sometimes you may need to come across quite toned down and very professional. You will need to identify the situation and select how to behave depending on what is being asked of you.


Whatever the situation, whether it is a job interview or having to attend a meeting, you need to make sure you present yourself appropriately through your personal presentation in the way that you dress, through verbal and non-verbal communication and even through displaying a positive attitude.
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Activity One


Using the following boxes explain what is meant by personal presentation and highlight some of the elements of personal presentation you should keep in mind when interacting with others.


Personal presentation is:

	





I should keep in mind the following about my personal presentation when interacting with others:
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Approaches to Personal Presentation

Let's take a look at some situations that may require different approaches to personal presentation.

Job Interview: In this situation you may be required to be a bit more professional and toned down. It is important that the interviewer is able to have a glimpse of your personality, but you do not want to come across too casual. You can show your personality without sacrificing that professional attitude.

Small bursts of appropriate humour, slightly colourful clothing or hairstyles can all be great ways to present your personality without making it too obvious or overwhelming.

Make sure you turn up and make the impression that you want the potential employer to have. Be smartly dressed, confident and clean. Making sure you turn up dressed and ready for the job will allow your potential employer to picture you working for their company. If you turn up dressed inappropriately for the role, they may think you do not know what you have signed up for. Turning up in high heels to a building site, or a casual t-shirt with holes into an office block may not create the first impression you were hoping for and may cost you the job.

Dressing the part doesn't have to be expensive, charity shops, local discount stores or even charities can help out. 

Smart Works - available here - is a charity that provides women with an interview outfit for free, as well as an interview workshop to top up those interview skills. 

Suited for Success - available here - also provides free interview outfits as well as coaching, workshops and support to those who are seeking a job after being let go or after a period of unemployment.

Sales Role: In a sales role, personal presentation is key. Part of the job is having a personality and being able to connect with your customers on a personal level, enough to sell the product. Making sure you look the part is as important as making sure you are acting the part.

People often say sales people have the gift of the gab, and for the most part it is true. Part of this comes from understanding their customers. Making sure they connect with them and interact with them in a meaningful way that can set up the sale of a product. The other half of ‘the gift of the gab’ is being aware of your product and understanding what it is used for and why people may need it. Showing up to a sales pitch or even door to door sales meetings, without knowing what you are actually talking about, is a sure way to fail at sales. So part of your personal presentation for a sales role, and any role for that matter, is to make sure you know what you are talking about. Do your research and come prepared. If someone asks you a question you should be able to give them a detailed and effective answer without having to stall or ask around for help.

Reinvest - It is important to reinvest some of your time and money into your work. Reinvesting your time doesn’t mean sitting around for ages after work reading books and studying the role. This can be little things like following other companies on social media, keeping up to date with the news in the industry.

Reinvesting your money doesn’t have to mean that you spend all of your wage on your job, but every now and then getting a suit or a new bag for your documents will keep you looking smart and tell others you take pride in your appearance.

Creative role: In a creative role, you can really let your personality come through. This may be where personal presentation is a bit more difficult. In this role you will need to shift characters, from really personable to quite professional. Roles such as directors, creative artists, writers and content creators need to strike a balance between casual and professional. Depending on who they are talking to, a creative individual will need to shift the balance to one side or the other. If you are pitching ideas or talking to an employer, being casual will not work, but if you are trying to quickly engage an audience and get feedback, being casual and approachable is a great way to do this.

In one sense, this is the most difficult role to prepare yourself for, but in other ways this is the most freeing and fun. It will all come down to your personal preference and what you enjoy more. You may find that in your place of work you are able to be more casual most of the time, in other creative roles you may need to be more professional most of the time.

There is more freedom within this role to be creative, expressive and have fun with your personal presentation. Yes, there are still restrictions, but you are able to be more liberal with your personal presentation within this role.

Family Event: You even need to be aware of your personal presentation when attending family functions or events. Making a positive impact should be on your mind no matter what situation you find yourself in. If you are always making a positive impact, you are always making a positive lasting impression on the people you interact with. Family events can be a great practice for business meetings or sales pitches too. In a more casual setting, with your family, focusing on being confident, focused and present in the room are great places to start.

Family events are also great opportunities to increase your confidence. Being around those you feel comfortable with is a great time to try new things, push the boat out and develop yourself. Try introducing yourself to new people at these events, see if you can start up a conversation and test out those personal presentation skills. 

With all of the above scenarios, you want to make sure you are wearing clothes that fit well and are clean, you have had enough sleep and do not look tired, and you are in a good mood. Things like meditation, yoga or exercise can give you a burst of energy. Make sure your clothes are cleaned and ironed the night before you need them. It is really important that you get enough sleep too. Set an alarm and give yourself plenty of time to wake up comfortably, so you aren’t rushing in the morning. Being in a rush just adds extra stress to the day, so try to avoid that if possible.

Mortgage meeting: If you find yourself buying a property, you will need to have meetings with a mortgage provider. These meetings will determine whether or not you are granted a mortgage and how much you will be allowed to borrow. This meeting usually takes place with your bank or a building society. It is really important to have a strong personal presentation in this situation. These people will be deciding whether or not to give you the money you are looking for. Being confident, polite, making sure you ask all of the questions you need to know, and doing your research beforehand could make the process easier for you. Your finances also come into your personal presentation. 

Being aware of how much money you have, how much you spend and how much you could borrow is all really useful information to have when thinking about improving your personal presentation. Your personal presentation links really closely to yourself awareness and self-belief, which is another optional unit within the passport qualification. 

These scenarios may not apply to us all, but many of us will experience at least one of the above in our lifetime. So making sure we have a great personal presentation and high standards is a really useful skill to have.

Activity Two


Using the table below, provide three examples of good and bad personal presentation in two different situations that you have experience of.

	Brief description of situation one:

	

	Good personal presentation examples
	Bad personal presentation examples

	
	

	
	

	
	




	Brief description of situation two:

	

	Good personal presentation examples
	Bad personal presentation examples

	
	

	
	

	
	




First Impressions

Depending on your personal presentation, other people will create perceptions of you. This perception is the initial impression that people will get from interacting with you. Present yourself in a good way and you will make a positive perception, present yourself in a bad way and that impression will last just as long but it may not be the best. So make a good first impression with your personal presentation. One of the first things people notice about you, when you interact with them, is your personal presentation, body language, behaviour and confidence. No-one is expecting you to be perfect at all times, and no-one is going to harshly judge you for what you do or say.

Your personal presentation will also have an effect on the development of your character. If you put little to no effort into your personal presentation, you may find that your experiences of getting a job, starting meaningful relationships and maintaining social groups may be more of a challenge. It may not sound fair, but if you come across better, friendlier and more organised than someone else, you are already off to a better start. When it comes to getting a job, having those extra points really does make a difference.

So scoring those points should be a focus from the outset. Making sure you are able to get as many little wins as possible is a more straightforward way of looking at things. Take each little area that you need to develop at a time. If you try to develop lots of different areas at once, then you may end up burning out or slipping into a negative spiral. 

If you are more confident, have made the effort to improve your personal presentation and are able to secure employment and maintain those important relationships, you could feel more ambitious. This may lead you on to bigger challenges and ultimately lead to bigger successes.
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Activity Three


Now you understand what personal presentation is, in the boxes below explain how good personal presentation can:


Effect people’s perceptions of you:

	




Effect the development of your character:

	




Help you achieve your goals:

	




Keeping On Track

We should have regular check-ins with ourselves to make sure that we are keeping on top of our personal presentation. Making sure we are keeping up with our own standards as well as the standards of those we may be presenting to. 

As we have these check-ins, we will become aware of areas that need improving. Perhaps it is our appearance, perhaps it is our mood or maybe it is our behaviour. It is easy to improve our personal presentation, once we know which areas need improving and how they need improving. 

For example, if you need to improve your appearance, you may need to get new clothes, sleep more or treat yourself to a pamper and an early night. Making sure you are looking your best will not only affect the way you view yourself, but it will also have a positive effect on that first impression you give off when people meet you. 

If you need to improve your mood and be more positive, perhaps you may find yoga or meditation useful. Reflecting on your day and pointing out the things that have had a positive effect on your day can be a great way to change your mood. Also looking forward to something and having small milestone rewards can keep you motivated and feeling positive for longer. 

Sometimes we may need to improve our behaviour to improve our personal presentation. Perhaps we need to come across more confident, maybe we need to be more professional or perhaps we may actually need to calm down and relax into the role more. Having this check in will allow you to reflect on your behaviour and identify the moments that you may need to change your behaviour. 

Identifying areas in which you may need to improve is not a sign that you are doing something bad. It is simply identifying those areas that could be improved and ways to make yourself better. Making yourself better just means you will be able to secure more opportunities and gain bigger successes. 

If we make those smaller improvements, overtime they can develop into bigger changes. Improving our sleep patterns will affect our appearance, which will make our personal presentation better. Improving our sleeping schedule will also increase productivity, memory, alertness, balance and stress. (VeryWellHealth, 2022)

So by improving that one small area of our lives, it can have a knock-on effect into other areas. Who knows, with a better memory and being more productive may land you a promotion at work. Being less stressed could help with your personal life and relationships and being more alert could help you in day-to-day activities. 
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Activity Four


Using the table below identify aspects of your own personal presentation that could be improved and ways in which you could develop them.

	Aspect of personal presentation to be improved
	How could it be improved?

	
	

	
	

	
	

	
	




Using the box below describe how your life could be changed if you were to follow through on these ideas to help improve your personal presentation.
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Activity Mapping


Now you have completed the activities to demonstrate your knowledge and skills it is time for your Assessor to map your work against the standards listed below.

By doing this they will be making sure that the work you have provided by completing the activities meets the requirements for you to gain your certificate.

Your Assessor will provide you with feedback on how you have done and whether any more work may be required.


	Assessment Criterion – The Leaner can:
	Activity Number or Reference Number of Additional Activities:
	Assessor Signed Off (✓/✗):

	Explain what is meant by personal presentation
	
1
	

	Provide three examples of good or bad personal presentation in different situations
	
2
	

	Describe how own personal presentation can affect perception by others
	
3
	

	Explain how good personal presentation can have an effect on own enterprising character development
	
3
	

	Identify and explain ways that good personal presentation can help to achieve goals
	
3
	

	Identify  aspects  of  own  personal  presentation to be improved
	
4
	

	Describe ways to improve selected aspects of personal presentation
	
4
	

	Describe how own life could be changed if own personal presentation was improved
	
4
	




Assessor Feedback


	



Authenticity Declarations



Learner Declaration

By signing this declaration, you agree that the evidence provided within this workbook has been produced by you and meets the requirements of being authentic, sufficient, valid and current to the standards required.



Learner Signature:

Date:



Assessor Declaration

By signing this declaration, you agree that you have assessed all of the evidence produced within this workbook and have ensured that the work is that of the learner. You are also declaring that during the learning process you have ensured that the evidence is authentic, sufficient, valid and current to the standards required.



Assessor Signature: 

Date: 



IQA Signature (if applicable): 

Date: 



Additional Evidence Forms



Use these additional forms in order to record additional evidence for the activities within this workbook where additional space is required.

Ensure that each piece of evidence entered on these forms is clearly labelled with the corresponding activity number.



	



	





	


References & Useful Resources



References:

Personal Presentation Skills | SkillsYouNeed

Suited for Success UK | Interview clothes for unemployed people

HomePage - Smart Works

10 Top Health Benefits of Sleep (verywellhealth.com)


Useful resources:

How to Make a Good First Impression (With Examples) (socialpronow.com)

How to Make a Great First Impression (hbr.org)

Personal Presentation Skills | SkillsYouNeed

Personal Presentation - an Overview - Youth Employment UK
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