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Course Suitability 
This course has general suitability for people 
wishing to develop their human resources skills 
eg 
� Human resources assistant 
� Store managers 
� Store owners 
� Team Leaders 
� Manager 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Course and Vocational Outcomes 
The core modules of this course deliver skills 
and knowledge in: 
� Developing work priorities 
� Recruiting and selecting personnel 
� Processing human resources 

documents and enquiries 
� Maintaining a safe workplace 
� Developing teams and individuals 
� Administering human resources 

systems 
� Coordinating human resources 

systems 
� Implementing continuous 

improvement 
� Promoting innovation and change 
� Managing people 
 

Enrolment Options 
� Private enrolment 
� Employer sponsored enrolment 
� Traineeship enrolment* 

o New Worker Traineeships 
* Subject to eligibility in your state. Refer to our 
brochure About Traineeships. Note: all types of 
enrolments are subject to meeting the entry 
requirements. 
 
 
Course Duration 
You study at your own pace with distance 
delivery. You are however, required to submit 
work at regular intervals and to an agreed 
timetable of study. Normal fulltime study takes 
21 weeks. Part time study takes 42 weeks. 
Traineeships allow 12 months for completion 
but the course is normally timetabled over 42 
weeks. The College commences courses all 
year round. 
 
Entry Requirements 
Entry is open to all students who already have 
proficient English literacy, computer and office 
skills that are equivalent to the Certificate III in 
Business competency levels. Experience in a 
business environment would be beneficial. 
 
Qualification Pathway 
Career paths include opportunities as: 
� Human Resources Officer; and 
� Manager. 
 
This is a nationally accredited formal 
qualification recognised as part of the 
Australian Qualifications Framework. After 
completion of this qualification you have a 
range of opportunities to continue your studies 
at Diploma level. 
� Diploma in Business  
� Diploma in Business (Frontline 

Management) 
 
For More Information or To Enrol 
Phone: 1800 686 883
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10 Units of Competence are required to achieve this Qualification. 
 

  

Core Module 1.                      Achieving Work Priorities 
BSBCMN402A  
Develop work priorities  
 

• Plan own work schedule 
• Monitor own work performance 
• Coordinate professional development 

 
Core Module 2.                      Recruitment and HR Documents 
BSBHR402A 
Recruit and select personnel 

• Maintain personal needs 
• Determine job specifications 
• Recruit staff 
• Assess and select applicants 

BSBHR403A 
Process human resource 
documents and inquiries 

• Process leave applications 
• Process job vacancies 
• Provide information on personnel matters 

 
Core Module 3.                      Ensure A Safe Workplace 
BSBCMN411A 
Maintain a safe workplace 

• Implementing Occupational Health and Safety procedures 
• Implementing workplace participation about OHS issues 
• Legal OHS obligations 
• Risk assessment 
• Implementing Occupational Health and Safety training 

 
Core Module 4.                      Develop a Workplace Learning Environment 
BSBCMN404A 
Develop teams and 
individuals 

• Identify and implement learning and development needs 
• Develop learning plans to meet training and development 

needs 
• Provide workplace learning opportunities to achieve 

competencies 
• Monitor and evaluate workplace learning 

 
Core Module 5.                      Administer HR Systems 
BSBHR401A 
Administer human resource 
systems 

• Administer human resource policies and procedures 
• Administer staff performance feedback system 
• Coordinate workers compensation and rehabilitation claims 

BSBHR404A 
Coordinate human resource 
services 

• Establish human resource service requirements 
• Undertake performance management 
• Identify and implement solutions to employee / industrial 

issues 
 
Core Module 6.                       Implementing TQM 
BSBFLM409B 
Implement continuous 
improvement 

• Implement continuous improvement systems and 
processes 

• Monitor and review performance 
• Implement opportunities for further improvement 

 

Module of Study Workplace Skills and Outcomes 
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Core Module 7.                       Implement change 
BSBCMN412A 
Promote innovation 
and change 

• Identify and develop opportunities for improved work 
practices 

• Lead team to foster innovative work practices 
• Facilitate commitment to workplace change 
• Monitor and evaluate change 

 
Study Module 8.                     Manage People 
BSBFLM514A 
Manage people 

• Manage performance of individuals in teams 
• Address performance related issues 
• Build support and commitment 
• Review and evaluate management 

 
 

Module of Study Workplace Skills and Outcomes 


