
BSP 357 Project-Based Internship 

Videotaped Presentation Assignment – Office Mix 

Overview: 

The goal of this assignment is to develop a professional presentation summarizing your project-

based internship. Scholars should be prepared to discuss their performance against the 

established goals outlined in their learning plan, along with any revised goals and major 

accomplishments. For participating Scholars, this assignment replaces the poster session.   

Directions: 

1. Presentations will be recorded using the free Office Mix add-on for PowerPoint available 

from Microsoft. Visit https://mix.office.com/en-us/Home to download and install the add-

on. Please note, Office Mix will not run on a Mac. You will need access to a Windows 

machine to record your presentation. If you do not have access to a Windows machine, 

please contact your BSP internship advisor.  

2. Your computer must have a webcam and microphone in order to record your 

presentation.  

3. While the Office Mix add-on will work with Office 2013, we recommend that you 

upgrade to Office 2016 before beginning this assignment. You can install Office 2016 on 

your computer by clicking on “Office 365” in Outlook.  

4. Develop a traditional PowerPoint slide deck outlining your internship experience. Please 

review the presentation rubric for the BSP before developing your presentation.   

5. Before you begin, plan to practice recording a simple presentation in order to become 

familiar with the application.  

6. Record your presentation in a quiet, well-lit space with a professional background. Please 

orient the lighting on you. If you have difficulty locating an adequate space, contact your 

BSP internship advisor.   

7. Wear professional attire when recording your presentation and be considerate of 

obtrusive background noise.  

8. Disruptive noise, poor lighting, and an unprofessional background can destroy an 

otherwise excellent presentation. 
 

Evaluation: 

As outlined in the syllabus, this presentation represents 20% of your grade. The presentation 

rubric for the BSP will be used to evaluate your performance. The rubric is listed in the last 

section of this document. 

https://mix.office.com/en-us/Home
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Once you have installed the Mix add-on, you will see the Mix option in the ribbon: 
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Selecting Mix in the ribbon will give you the options below. Select “Slide Recording” to be taken to the recording page. 
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Here you can begin the recording process. Your webcam should activate, and a thumbnail should appear to the right. Once you are ready, 

select the “Record” button on the far left of the screen.  
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Once you have completed and saved your recording, you can leave the recording screen. You will be returned to the regular PowerPoint 

interface with a thumbnail of your presentation embedded in the slide. The thumbnail can be repositioned anywhere on the slide. Your video 

will activate in slideshow mode. Once you are happy with your presentation, select “Upload to Office Mix” in the ribbon.  
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The Office Mix screen will generate a link to your Mix. Simply copy the link and email it to your internship advisor. Make sure you save 

your Mix. There is a button on the very bottom of the screen.   
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Presentation Rubric: 

Weight 
Scale: Distinguished/Professional Proficient/Commendable Intermediate/Needs Work Novice/Weak 

Score 
Points: TBD TBD TBD TBD 

 Organization ☐Logical, cohesive, & 
interesting sequence. 

☐Logical sequence. ☐Scholar jumps around. ☐No logical 
sequence. 

 

 Business Knowledge & 
Acumen 

☐Full grasp of material in 
presentation/questions. 
 
 

☐Fluent in business 
concepts. 
 
 

☐Meaningful use of 
quantitative data to support 
a position. 

☐Full grasp of material.  
Answers questions without 
elaboration. 
 

☐Conversant with business 
concepts. 
 
 

☐Uses quantitative data. 

☐Less than full grasp of 
material.  Answers 
rudimentary questions. 
 

☐Applied business 
concepts.  Limited business 
insight. 
 

☐Limited use of 
quantitative data. 

☐No grasp of 
material.  Unable to 
answer questions. 
 

☐Utilized few 
business concepts. 
 
 

☐No data presented. 
 

 

 Slides & Technology ☐Skilled use of technology.  
Unique visual and/or sound 
effects.   
 

☐Charts and graphs 
extremely effective.  
 

☐Images, text, design and 
color scheme enhance 
presentation. 
 
 

☐No misspellings or 
grammatical errors. 

☐Good use of technology, 
visual and/or sound 
effects. 
 

☐Charts and graphs used. 
 
 

☐Images, text, design and 
color scheme support 
presentation. 
 
 

☐Few misspellings and/or 
grammatical errors.  

☐Satisfactory use of 
technology.  Some visual 
and/or sound effects.   
 

☐Poor and/or confusing use 
of charts and graphs.   
 

☐Images, text, design and 
color scheme limit the 
effectiveness of the 
presentation. 
 

☐Significant misspellings 
and/or grammatical errors. 

☐Limited or no use 
of technology. 
 
 

☐Charts and graphs 
not used.   
 

☐Images, text, 
design and color 
scheme distract the 
audience. 
 

☐Many spelling 
and/or grammatical 
errors. 
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Weight 
Scale: Distinguished/Professional Proficient/Commendable Intermediate/Needs Work Novice/Weak 

Score 
Points: TBD TBD TBD TBD 

 Delivery ☐Dressed in a highly 
professional manner.   
 

☐Thoughtful, subtle 
transitions from slide-to-
slide. 
 

☐Uses extended 
conversations. 
 
 

☐Highly poised.  Uses 
appropriate body language.   
 

☐Maintains eye contact. 
 
 
 

☐Highly creative 
presentation.  Captivates 
audience. 

☐Dressed in a professional 
manner. 
 

☐Good transitions from 
slide-to-slide. 
 
 

☐Occasionally makes use 
of extended conversations. 
 
 

☐Uses appropriate body 
language. 
 

☐Maintains eye contact.  
Occasionally returns to 
notes.   
 

☐Imaginative 
presentation.  Captivates 
audience. 

☐Dressed in a casual 
manner. 
 

☐Inconsistent transitions 
from slide-to-slide. 
 
 

☐Limited use of extended 
conversations; presentation 
appears scripted. 
 

☐Occasional awkward body 
language. 
 

☐Occasionally uses eye 
contact.  Reads from notes.  
 
 

☐Creativity falls short. 

☐Inappropriate 
attire. 
 

☐Awkward or 
nonexistent slide 
transitions. 
 

☐No extended 
conversation; fully-
scripted. 
 

☐Lacks poise. 
 
 

☐No eye contact. 
 
 
 

☐No creativity. 

 

 Elocution ☐Speaks clearly, correctly, 
and precisely. 
 

☐Avoids use of slang, jargon 
or fillers. 

☐Speaks clearly. 
 
 

☐Minor slang, jargon, or 
fillers. 

☐Speaks unclearly. 
 
 

☐Use of slang, jargon, or 
fillers is disruptive. 

☐Mumbles. 
 
 

☐Heavy use of slang, 
jargon, or fillers. 

 

 


