
 ���dK/�͗�ϮϭϰϬϯ 



YƵĂůŝĮĐĂƟŽŶ�KǀĞƌǀŝĞǁ 

dŚŝƐ� ƋƵĂůŝĮĐĂƟŽŶ� ŝƐ� ƐƵŝƚĞĚ� ƚŽ� Ă� ƌĂŶŐĞ� ŽĨ 
ŝŶĚŝǀŝĚƵĂůƐ� ǁŚŽ� ƵƐĞ� ǁĞůů-ĚĞǀĞůŽƉĞĚ 
ĂĚŵŝŶŝƐƚƌĂƟǀĞ�ƐŬŝůůƐ�ĂŶĚ�Ă�ďƌŽĂĚ�ŬŶŽǁůĞĚŐĞ�
ďĂƐĞ� ŝŶ� Ă� ǁŝĚĞ� ǀĂƌŝĞƚǇ� ŽĨ� ĂĚŵŝŶŝƐƚƌĂƟǀĞ 
ĐŽŶƚĞǆƚƐ͘� dŚĞǇ� ĂƉƉůǇ� ƐŽůƵƟŽŶƐ� ƚŽ� Ă� ĚĞĮŶĞĚ�
ƌĂŶŐĞ� ŽĨ� ƵŶƉƌĞĚŝĐƚĂďůĞ� ƉƌŽďůĞŵƐ͕ 
ĂŶĚ� ĂŶĂůǇƐĞ� ŝŶĨŽƌŵĂƟŽŶ� ĨƌŽŵ� Ă 
ǀĂƌŝĞƚǇ�ŽĨ�ƐŽƵƌĐĞƐ͘� 

WƌĞ�ZĞƋƵŝƐŝƚĞƐ͗ 

dŚĞƌĞ� ĂƌĞ� ŶŽ� ĨŽƌŵĂů� ƉƌĞ� ƌĞƋƵŝƐŝƚĞƐ� ƚŽ� ƚŚŝƐ���
ƋƵĂůŝĮĐĂƟŽŶ�ŚŽǁĞǀĞƌ� ƐƚƵĚĞŶƚƐ�ǁŝůů� ŶĞĞĚ� ƚŽ�
ƐƵĐĐĞƐƐĨƵůůǇ� ƉĂƐƐ� Ă� >ĂŶŐƵĂŐĞ͕� >ŝƚĞƌĂĐǇ� ĂŶĚ�
EƵŵĞƌĂĐǇ�ƚĞƐƚ�Ăƚ�ƚŚĞ�ĞŶƌŽůŵĞŶƚ�͘ 

 

�ĂƌĞĞƌ�KƉƉŽƌƚƵŶŝƟĞƐ͗ 
· �ĚŵŝŶŝƐƚƌĂƚŽƌ 

· �ǆĞĐƵƟǀĞ�WĞƌƐŽŶĂů��ƐƐŝƐƚĂŶƚ 

· KĸĐĞ��ĚŵŝŶŝƐƚƌĂƚŽƌ 

· WƌŽũĞĐƚ�KĸĐĞƌ 

· ^ĂůĞƐ��ĐĐŽƵŶƚ��ƐƐŝƐƚĂŶƚ 

· ^ĂůĞƐ��ŐĞŶƚ 

 

>ŽĐĂƟŽŶ͗ 

,ŽƉƉĞƌƐ��ƌŽƐƐŝŶŐ 

�ƵƌĂƟŽŶ 

�ǀĞƌĂŐĞ� ĐŽŵƉůĞƟŽŶ� ƟŵĞ� ŝƐ� ϲ� ŵŽŶƚŚƐ͘ 
dŚĞ� ĨƵůů� ƋƵĂůŝĮĐĂƟŽŶ� ŵƵƐƚ� ďĞ� ĐŽŵƉůĞƚĞĚ�
ǁŝƚŚŝŶ� Ϯϰ� ŵŽŶƚŚƐ� � ĨƌŽŵ� ĚĂƚĞ� ŽĨ� ĞŶƌŽůŵĞŶƚ�
ĂŶĚ� ƌĞŐƵůĂƌ� ƐƵďŵŝƐƐŝŽŶ� ŽĨ� ĂƐƐĞƐƐŵĞŶƚ� ƚĂƐŬƐ 
ŝƐ�ƌĞƋƵŝƌĞĚ͘ 

&ĞĞƐ�ĂŶĚ��ŚĂƌŐĞƐ͗ 

dŽƚĂů�ĨĞĞƐ�ǁŝůů�ďĞ�ΨϭϵϳϬ͘ 

&Žƌ� ŵŽƌĞ� ĚĞƚĂŝůƐ� ĐŽŶƚĂĐƚ� ƚƌĂŝŶŝŶŐ� ŽĸĐĞ� ŽŶ�
ϵϳϰϴ�ϵϮϯϯ͘ 

 

,Žǁ�ƚŽ��ƉƉůǇ 

�ŽŶƚĂĐƚ� ƚƌĂŝŶŝŶŐ� ŽĸĐĞ� ŽŶ� ϵϳϰϴ� ϵϮϯϯ� ĂŶĚ�
ŵĂŬĞ�ĂŶ�ĂƉƉŽŝŶƚŵĞŶƚ�ĨŽƌ�ĞŶƌŽůŵĞŶƚ͘ 

^ƚƵĚǇ�DŽĚĞƐ��ǀĂŝůĂďůĞ 

KŶůŝŶĞ 

WůĞĂƐĞ� ĐŽŶƚĂĐƚ� ƚƌĂŝŶŝŶŐ� ŽĸĐĞ� ŽŶ� ϵϳϰϴ� ϵϮϯϯ�
ĨŽƌ�ĨƵƌƚŚĞƌ�ĚĞƚĂŝůƐ͘ 

 

�ĞƌƟĮĐĂƚĞ�/s�ŝŶ��ƵƐŝŶĞƐƐ 
�ĚŵŝŶŝƐƚƌĂƟŽŶ���^�ϰϬϱϭϱ 



�ĞƌƟĮĐĂƚĞ�/s�ŝŶ��ƵƐŝŶĞƐƐ 
�ĚŵŝŶŝƐƚƌĂƟŽŶ���^�ϰϬϱϭϱ 

Units studied for this program: 10 units in total must be completed for  

                                                                                                                                  this qualification  

BSBADM405 Organize Meetings 

BSBITU402 Develop and use complex spreadsheets 

BSBINM401 Implement Workplace Information System 

BSBITU404 Produce Complex Desktop Published Documents 

BSBITU401 Design and Develop Complex Text Documents 

BSBCUS402 Address Customer needs 

BSBADM407 Administer Projects 

BSBWRT401 Write complex documents 

BSBWHS401 Implement and monitor WHS policies, procedures and programs 

 to meet Legislative requirements 

BSBRSK401 Identify Risk and apply risk Management process 



 

Kd,�Z��s�/>��>���KhZ^�^ 
 

�ŝƉůŽŵĂ�ŽĨ��ĂƌůǇ��ŚŝůĚŚŽŽĚ��ĚƵĐĂƟŽŶ�Θ��ĂƌĞ��,�ϱϬϭϭϯ 

�ŝƉůŽŵĂ�ŽĨ�^ĐŚŽŽů��ŐĞ��ĚƵĐĂƟŽŶ�Θ��ĂƌĞ��,�ϱϬϮϭϯ 

�ĞƌƟĮĐĂƚĞ�/s�ŝŶ��ƵƐŝŶĞƐƐ��^�ϰϬϮϭϱ 

�ĞƌƟĮĐĂƚĞ�/s�ŝŶ��ŚƌŝƐƟĂŶ�DŝŶŝƐƚƌǇ�ĂŶĚ�dŚĞŽůŽŐǇ�ϭϬϳϰϮE�d 

�ĞƌƟĮĐĂƚĞ�///�ŝŶ��ĂƌůǇ��ŚŝůĚŚŽŽĚ��ĚƵĐĂƟŽŶ�Θ��ĂƌĞ��,�ϯϬϭϭϯ 

 

 

sĂƌŝŽƵƐ�^ŚŽƌƚ��ŽƵƌƐĞƐ 

WƌŽǀŝĚĞ��ĂƌĚŝŽƉƵůŵŽŶĂƌǇ�ZĞƐƵƐĐŝƚĂƟŽŶ�,>d�/�ϬϬϭ 

WƌŽǀŝĚĞ�&ŝƌƐƚ��ŝĚ�,>d�/�ϬϬϯ 

WƌŽǀŝĚĞ�ĂŶ��ŵĞƌŐĞŶĐǇ�&ŝƌƐƚ��ŝĚ�ZĞƐƉŽŶƐĞ�ŝŶ�ĂŶ 

�ĚƵĐĂƟŽŶ�ĂŶĚ��ĂƌĞ�ƐĞƫŶŐ�,>d�/�ϬϬϰ 

 

 

 

 

 

 

dK/�͗�ϮϭϰϬϯ 
�Ğƌƚ�/s�ŝŶ��ƵƐŝŶĞƐƐ��ĚŵŝŶ��^�ϰϬϱϭϱ 
�ƌŽĐŚƵƌĞ�sĞƌƐŝŽŶ͗�sϳ�KĐƚŽďĞƌ�ϮϬϭϵ 
^td^��ZdK�EŽ͗�ϮϭϰϬϯ 


