Certificate 1V In Business
Management essao

NSW Vocational

Course Suitability
This course has general suitability for
employees in any industry who are currently or
likely to be in a business development role eg
Office Managers
Office Administrators

Course and Vocational Outcomes
The elective modules of this course deliver
skills and knowledge in:
Addressing customer needs
Promoting team effectiveness
Maintaining business technology
Establishing business networks
Building client relationships
Implementing environmental policies
Implementing change
Developing teams and individuals
Managing projects
Developing complex databases and
spreadsheets
Organising business travel
Recruiting and selecting personnel
Maintaining workplace safety
Developing work priorities
Managing risks
Implementing marketing activities
Producing complex business
documents
Implementing continuous improvement
Implementing operational plan
Communicating electronically
Leading E-Staff
Acquiring product or service
knowledge
The course is contextualised to accommodate
specific industry needs.

Enrolment Options
Private enrolment
Employer sponsored enrolment
Traineeship enrolment*
* 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 Edugation & Training
You study at your own pace with dRSEsg4glion Board
delivery. You are however, required to submit
work at regular intervals and to an agreed
timetable of study. Normal fulltime study takes
23 weeks. Part time study takes 46 weeks.

Most Traineeships allow 12 months for
completion but the course is normally

timetabled over 46 weeks. The College has
continuous intake and commences courses all
year round.

Entry Requirements

There are no entry requirements, however
practical experience in a working environment
is recommended.

Average levels of English literacy and
communication skills, and the capacity to
analyse and solve problems are essential skills
at this level.

Qualification and Career Pathway
Career paths include opportunities as:
Office Managers
Team Leaders

This is a 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.

For More Information or To Enrol
Phone: 1800 686 883

Registered Training Organisation National ID 1441 Phone: 1800 686 883 www.austcollege.com.au
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10 units of competence are required to complete this qualification.

Select at least 4 Management elective modules and the remaining number of modules from
either the Management electives or General electives to total 10 units of competence.

Unit of Study

Workplace Skills and Outcomes

Advanced Customer Service Management Elective

Module

BSBCMN418A
Address customer needs

Assist customer to articulate needs

Satisfy complex customer needs

Manage networks to ensure customer needs are
addressed

BSBCMN410A

Coordinate implementation
of customer service
strategies

Advise on customer service needs
Support implementation of customer service strategies
Evaluate and report on customer service

Leading People Management Elective  Module

BSBFLM403B
Manage Effective Workplace
Relationships

Gather and convey information and ideas
Develop trust and confidence

Build and maintain networks and relationships
Manage difficulties to achieve positive outcomes

BSBFLM412A
Promote Team Effectiveness

Participate in team planning
Develop team commitment and co-operation
Manage and develop team performance

Business Technology Management Elective

Module

BSBCMN407A Analyse business resources
Coordinate business Monitor resource usage to determine needs of business
resources Range of equipment functions are understood

Maintain records of resource requirements
BSBCMN406A Install software and hardware
Maintain business Organise and assess software, materials and
technology consumables

Install and maintain virus, backup and security systems
Assess and identify organisation’s technology
requirements

Business Networks Management Elective

Module

BSBCMN403A
Establish business networks

Develop and maintain business networks
Establish and maintain business relationships
Promote the organisation

BSBMKG406A
Build client relationships

Initiate interpersonal communication with clients
Establish client relationship management strategies
Maintain and improve ongoing relationships with clients
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Unit of Study

Workplace Skills and Outcomes

Module

Implement Environmental Policy Management Elective

BSBCMN413A
Implement and monitor
environmental policies

Provide information to the work team
Implement and monitor operational procedures
Implement and monitor change and continuous
improvement

Implement and monitor recording procedures

Implement and monitor an environmental management

training program

Implement Change Management Elective

Module

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

Develop a Workplace Learning Environment Management

Elective Module

BSBCMN404A
Develop teams and
individuals

Determine development needs
Develop individuals and teams
Monitor and evaluate workplace learning

Manage Projects General Elective

Module

BSBADM407A
Administer projects

Plan project administration
Coordinate project administration
Finalise and review project administration

BSBCMN419A
Manage projects

Define project

Develop project plan
Administer and monitor project
Finalise project

Review project

Complex Spreadsheets Gener

al Elective

Module

BSBADM404A
Develop and use complex
spreadsheets

Use safe work practices

Develop a linked spreadsheet solution
Automate and standardise
spreadsheet operation

Use spreadsheets

Represent numerical data in graphic
form

BSBADM305A
Create and use databases

Use safe work practices

Create simple databases
Create simple database queries
Use simple databases
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Unit of Study Workplace Skills and Outcomes

Meetings, Conferences and Business Travel General E___lective_ Module

BSBADM405A - Make meeting arrangements
Organise meetings - Prepare documentation for meetings

Record and product minutes of meeting
BSBADM406A - Organise business itinerary for domestic and overseas
Organise business travel travel

Make travel arrangements

Arrange credit facilities

Recruitment and HR Documents General Elective  Module
BSBHR402A - Maintain personal needs
Recruit and select personnel | . Determine job specifications
Recruit staff

Assess and select applicants

BSBHR403A - Process leave applications
Process human resource - Process job vacancies
documents and inquiries - Provide information on personnel matters

Please note the following modules are 1 unit of competence only.

Ensure a Safe Workplace General Elective  Module

BSBCMN411A - Provide information to the work group about Occupational
Monitor a safe workplace Health and Safety policies and procedures

Implement and monitor participative arrangements for the
management of Occupational Health and Safety
Implement and monitor the organisations’ procedures for
providing Occupational Health and Safety training
Implement and monitor procedures for identifying hazards
and assessing risks

Implement and monitor the organisations’ procedures for
controlling risks

Implement and monitor the organisations’ procedures for
maintaining Occupational Health and Safety records for
the team

Achieving Work Priorities General Elective  Module

BSBCMN402A - Plan and complete own work schedule
Develop work priorities - Monitor own work performance
Coordinate professional development

Manage Risk General Elective  Module

BSBCMN416A - ldentify risks
Identify risk and apply risk - Analyse and evaluate risks
management processes . Treat risks

Monitor and review effectiveness of treatment of risks
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Unit of Study

Workplace Skills and Outcomes

Module

Undertake Marketing Solutions General Elective

BSBCMN414A
Undertake marketing
activities

Plan marketing activities
Implement marketing activities
Manage marketing activities
Review marketing activities

Produce Complex Business Documents General Elective

Module

BSBADM402A
Produce complex business
documents

Intermediate to advanced word processing skills
Templates, mail merges, macros, hyperlinks
Multiple sections, headers and footers

Draft and produce long/complex documents
Documents requirements are analysed

Module

Implement TOM General Elective

BSBFLM409B
Implement continuous
improvement

Implement continuous improvement processes
Monitor and adjust performance

Consolidate opportunities for further improvement

Implement Operational Plan General Elective

Module

BSBFLM405B
Implement Operational Plan

Plan resource use and acquire resources
Monitor operational performance

Communicate Electronically General Elective

Module

BSBEBUS403A
Communicate electronically

Communicate online
Collaborate online
Implement electronic conferencing procedures

Lead and Facilitate E-Staff Ge

neral Elective  Module

BSBEBUS409A
Lead and facilitate e-staff

Facilitate e-work outcomes
Support e-staff

Manage e-staff performance

Managing Products and Service Knowledge General Ele

ctive Module

ICTCC471A
Acquire product and service
knowledge

Demonstrate knowledge of products or services in a
specified area
Convert product or service knowledge into benefits

Evaluate competitors’ or alternative products or services
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