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Course Suitability 
This course has general suitability for owners 
and managers of a small business. 
 
Course and Vocational Outcomes 
The elective modules of this course deliver 
skills and knowledge in: 
 
�  Develop marketing strategies 
�  Determine a marketing mix for the 

business 
�  Implement promotional activities 
�  Implement marketing strategies 
�  Monitor and improve marketing 

performance 
�  Establish business legal requirements 
�  Undertake financial planning 
�  Manage finances 
�  Report on financial activity 
�  Monitor business operations 
�  Manage a small team 
�  Undertake business planning 
 
Substitute electives are also available where 
these best suit business needs: 
�  Managing workplace safety 
�  Develop work priorities 
�  Business networking 
 
  
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  
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 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 
This course is specifically designed for owners 
or managers of existing businesses, so an 
entry requirement is that you have access to 
full business details including business 
financial statements. 
 
A variation of this course is available for 
people wishing to set up a new business.  
 
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 
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
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10 Units of Competence are required to achieve this Qualification. 
 

Unit of Study Workplace Skills and Outcomes 
 
Module 1 – Marketing 
BSBSBM403A  
Promote the business 
 

·  Develop marketing strategies 
·  Determine a marketing mix for the business 
·  Implement marketing strategies 
·  Monitor and improve marketing performance 

BSBCMN409A 
Promote products and 
services 

·  Plan promotional activities 
·  Co-ordinate promotional activities 
·  Review and report on promotional activities 

 
Module 2 – Business Structure and Legal Requirement s 
BSBSBM401A 
Establish business and legal 
requirements 
 

·  Identify & implement business legal requirements 
·  Comply with legislation, codes and regulatory 

requirements 
·  Negotiate & arrange contracts 

 
Module 3 - Customer Service  
BSBCMN410A 
Coordinate implementation 
of customer service 
strategies 

·  Coach and mentor colleagues to meet customer service 
standards 

·  Evaluate and report on customer service 
·  Resolve customer difficulties and complaints 
·  Technology used to present information on customer 

service needs 
 
Module 4 – Finance 
BSBSBM402  
Undertake financial planning 
 

·  Analyse the financial 
requirements of the business 

·  Develop a financial plan 
·  Acquire finance 

BSBSBM406A 
Manage finances 
 
 

·  Maintain financial records 
·  Implement financial plan 
·  Monitor financial performance 

BSBCMN408A 
Report on financial activity 

·  Compile financial information 
and data 

·  Prepare statutory reports 
·  Provide financial business 

recommendations 
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Module 5 - Operations  
BSBSBM405A 
Monitor and manage 
business operations 

·  Develop operational strategies 
·  Develop performance measures 
·  Implement operational strategies 
·  Monitor business performance 
·  Maintain networks 
·  Review business operations 

 
Module 6 – Manage a Small Team 
BSBSBM407A 
Manage a small team 

·  Develop staffing plan 
·  Recruit, induct and train team 
·  Address industrial relations issues 
·  Maintain staff records 
·  Manage staffing issues 
·  Review team performance  
 

 
Module 7 – Business Planning 
BSBSBM404A 
Undertake business planning 

·  Develop a business plan 
·  Identify and manage business risks 
 

 
 
Optional Substitute Electives 
 
Elective 1 - Ensure A Safe Workplace 
BSBCMN411A 
Maintain Workplace Safety 
 

·  Assist incorporation of Occupational Health and Safety 
policy and procedures into the work team 

·  Support participative arrangements for the management 
of Occupational Health and Safety 

·  Support the organisation's procedures for providing 
Occupational Health and Safety training 

·  Participate in identifying hazards and assessing and 
controlling risks for the work area 

 
Elective 2 – Achieving Work Priorities 
BSBCMN402A 
Develop work priorities 
 

·  Plan and complete own work schedule 
·  Monitor own work performance 
·  Coordinate professional development 

 
Elective 3 - Business Networks 
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 

 
 
 


