



 Business Sample Training Programs based on BSB07

Sample Training Program for Sustainability Assistant, 
BSB30107 Certificate III in Business…………………………………………………2
Sample Training Program for Environmental Administration Officer, 
BSB30407 Certificate III in Business Administration ….……………………………5
Sample Training Program for Sustainable Business Officer, 
BSB40207 Certificate IV in Business……………….………………………………..9
Sample Training Program for Sustainability Officer, 
BSB40207 Certificate IV in Business………………………………………………..15
Sample Training Program for Legal Advisor’s Assistant on Environmental Issues,   BSB41207 Certificate IV in Legal Services…………………………………………18
Sample Training Program for Environmental Awareness Officer, 
BSB40207 Certificate IV in Business…….………………………………………….21
Sample Training Program for Environmental Data Analyst, 
BSB40207 Certificate IV in Business…..……………………………………………24
Sample Training Program for Sustainable Work Practices Officer, 
BSB40807 Certificate IV in Frontline Management..………………………………..27
Sample Training Program for Sustainability Marketing Officer, 
BSB41307 Certificate IV in Marketing………………………………………………30
Sample Training Program for Sustainable Business Practices Promotional Officer, BSB41307 Certificate IV in Marketing……………………………………………....33
Sample Training Program for Sustainability Promotional Officer, 
BSB40207 Certificate IV in Business.……………………………………………….36
BSB30107 Certificate III in Business

Sample Training Program for Sustainability Assistant

The BSB07 Training Package guidelines have been applied to create this occupational profile. Other unit options are available (see BSB07 qualifications on the NTIS). 
Descriptor

The units selected in this Sample Training Program would be suitable vocational training for a position that entails advising clients, under direction in the capacity of an assistant on sustainability issues. The position may be in a medium to large company advising on internal and external operational sustainability issues, or in a small company advising external clients. Employees blend general business tasks with specific basic reporting on sustainability issues.  Background work will include basic research and presenting of information.
This qualification reflects the role of individuals who use well‑developed skills and a broad knowledge base in a wide variety of contexts. They apply solutions to a defined range of unpredictable problems, and analyse and evaluate information from a variety of sources. They may provide leadership and guidance to others with some limited responsibility for the output of others.

Qualification Pathways

Prerequisite requirements

There are no prerequisite requirements for individual units of competency.

Pathways into the qualification

Preferred pathways for candidates considering this qualification include: 

· after achieving the BSB20107 Certificate II in Business or other relevant qualification/s 

OR

· providing evidence of competency in the majority of units required for the BSB20107 Certificate II in Business or other relevant qualification/s 

OR

· with some vocational experience assisting in a range of support roles without a formal business qualification.

This breadth of expertise would equate to the competencies required to undertake this qualification.

Pathways from the qualification

After achieving the BSB30107 Certificate III in Business, candidates may undertake the BSB40207 Certificate IV in Business, a qualification for those who work in a range of business environments and who provide leadership and guidance in relation to specific technical knowledge and skills, or a range of other Certificate IV qualifications.

Licensing, Legislative, Regulatory or Certification Considerations

There is no direct link between this qualification and licensing, legislative and/or regulatory requirements. However, where required, a unit of competency will specify relevant licensing, legislative and/or regulatory requirements that impact on the unit.

	Qualification Rules

	Total number of units = 12

1 core unit plus

11 elective units

7 of the elective units must be selected from the elective units listed below.

The other 4 elective units may be selected from the remaining elective units listed below, the BSB07 Business Services Training Package or any other currently endorsed national Training Package. If not listed below, a maximum of 1 unit may be selected from a Certificate II qualification or 2 units may be taken from a Certificate IV qualification. 

Elective units must be relevant to the work outcome, local industry requirements and the qualification level.

Units selected from other Training Packages must not duplicate units selected from or available within the BSB07 Business Services Training Package.

Where the packaging of this qualification meets the rules of a specialist qualification at this level, then the specialist qualification and not the generic qualification must be awarded.

	Core Units

	Occupational Health and Safety

BSBOHS201A
Participate in OHS processes

	Elective Units

	Diversity

BSBDIV301A
Work effectively with diversity

General Administration

BSBADM311A
Maintain business resources

Information Management

BSBINM301A
Organise workplace information

BSBINM302A
Utilise a knowledge management system

Innovation

BSBINN301A
Promote innovation in a team environment

IT Use

BSBITU306A
Design and produce business documents

BSBITU303A
Design and produce text documents

Product Skills and Advice

BSBPRO301A
Recommend products and services

 Sustainability

BSBSUS301A
Implement and monitor environmentally sustainable work practices

Workplace Effectiveness

BSBWOR301A
Organise personal work priorities and development
Asset Maintenance 

PRMWM33A        Educate public on waste management issues



Employability Skills Summary

BSB30107 Certificate III in Business

The following table contains a summary of the Employability Skills required by industry for this qualification. The Employability Skills facets described here are broad industry requirements that may vary depending on qualification packaging options.

	Employability Skill
	Industry requirements for this qualification include:

	Communication
	· communicating verbally with others in negotiation, training and questioning

· writing a range of simple documentation and communications

	Teamwork
	· completing individual tasks to support team goals 

· conveying workplace procedures and work instructions to team members

	Problem solving
	· resolving issues and conflicts with team members 

· using manuals and other documentation to overcome problems with information technology or other office equipment

	Initiative and enterprise
	· demonstrating individual responsibility for completing tasks 

· suggesting improvements to support the development of improved work practices and team effectiveness

	Planning and organising
	· contributing to planning processes with team members to meet expected outcomes

· gathering, organising and applying workplace information for the organisation’s work processes and information systems

	Self‑management
	· identifying development needs and seeking training to fill needs 

· monitoring and recording the performance of own work area 

	Learning
	· developing a comprehensive knowledge and understanding of products and services 

· identifying priorities and pursuing personal work goals in accordance with organisational objectives

	Technology
	· using information communication technology to communicate with team members or clients 

· using word processing packages, spreadsheets and/or databases to produce written correspondence and reports


BSB30407 Certificate III in Business Administration 

Sample Training Program for Environmental Administration Officer

The BSB07 Training Package guidelines have been applied to create this occupational profile. Other unit options are available (see BSB07 qualifications on the NTIS). 
Descriptor

The units selected in this Sample Training Program would be suitable vocational training for a position that entails administrative work, under direction, in the capacity of an assistant on sustainability issues. The position may be in a medium to large company advising on internal and external operational sustainability issues, or in a small company advising external clients. Employees may perform a range of duties in an office environment, such as using computer technology, producing business documents, organising office resources and managing own work priorities.  
This qualification reflects the role of individuals who apply a broad range of administrative competencies in varied work contexts, using some discretion and judgement. They may provide technical advice and support to a team.

Qualification Pathways

Prerequisite requirements

There are no prerequisite requirements for individual units of competency. 

Pathways into the qualification 
Preferred pathways for candidates considering this qualification include: 

· after achieving the BSB20107 Certificate II in Business or other relevant qualification/s 

OR

· providing evidence of competency in the majority of units required for the BSB20107 Certificate II in Business or other relevant qualification/s 

OR

· with some vocational experience assisting in a range of support roles without a formal business qualification.

This breadth of expertise would equate to the competencies required to undertake this qualification.

Pathways from the qualification

After achieving the BSB30407 Certificate III in Business Administration, candidates may undertake the BSB40507 Certificate IV in Business Administration, a qualification for those who work in a range of business environments and who contribute their technical skills and knowledge to supporting the work of a team or a range of other Certificate IV qualifications. 

Licensing, Legislative, Regulatory or Certification Considerations

There is no direct link between this qualification and licensing, legislative and/or regulatory requirements. However, where required, a unit of competency will specify relevant licensing, legislative and/or regulatory requirements that impact on the unit.

	Qualification Rules

	Total number of units = 13

2 core units plus

7 administration units selected from the administration units listed below plus 
4 electives selected from the remaining administration units, the generic business elective units listed below or from an equivalent AQF qualification in the BSB07 Business Services Training Package or any other currently endorsed national Training Package. If not listed below, a maximum of 2 electives may be selected from a Certificate II or Certificate IV qualification. 

Elective units must be relevant to the work outcome, local industry requirements and the qualification level.

Units selected from other Training Packages must not duplicate units selected from or available within the BSB07 Business Services Training Package.

Where the packaging rules of this qualification meet the rules of a specialist qualification, the specialist qualification and not the generic qualification must be awarded.

	Core Units

	IT Use

BSBITU307A
Develop keyboarding speed and accuracy 

Occupational Health and Safety

BSBOHS201A
Participate in OHS processes

	Administration Units

	General Administration

BSBADM307B
Organise schedules

IT Use

BSBITU302A
Create electronic presentations

BSBITU303A
Design and produce text documents

BSBITU304A
Produce spreadsheets 

BSBITU306A
Design and produce business documents

BSBITU309A
Produce desktop published documents

Writing

BSBWRT301A
Write simple documents

	Generic Business Elective Units

	Innovation

BSBINN201A
Contribute to workplace innovation
Sustainability

BSBSUS201A
Participate in environmentally sustainable work practices

Asset Maintenance

PRMWM44B        Identify wastes and hazards

PRMWM07B        Implement waste management plan


Employability Skills Summary 

BSB30407 Certificate III in Business Administration 

The following table contains a summary of the Employability Skills required by industry for this qualification. The Employability Skills facets described here are broad industry requirements that may vary depending on qualification packaging options.

	Employability Skill
	Industry requirements for this qualification include:

	Communication
	· clearly communicating workplace information to others (verbal and non‑verbal)

· communicating sensitively in a cross‑cultural context

· communicating with colleagues and clients to handle verbal enquiries such as clarifying instructions and responding to requests for information 

· communicating with people who speak languages other than English

· interpreting needs of clients (internal or external)

· interpreting the needs of customers 

· reading and interpreting workplace related documentation

· writing to audience needs

	Teamwork
	· applying knowledge of own role to complete activities efficiently to support team activities and tasks

· working in a team of people to provide office administration services 

· working with diverse individuals and groups

	Problem solving
	· developing practical responses to common breakdowns in workplace systems and procedures

· rectifying discrepancies or errors in documentation and transactions 

· taking action to resolve concerns

	Initiative and enterprise
	· adapting to new and emerging situations in the workplace

· being proactive and creative in responding to workplace problems, changes and challenges

	Planning and organising
	· allocating resources to workplace tasks and requirements

· collecting, analysing and organising workplace data

· identifying risk factors and taking action to minimise risk

· organising meeting schedules for clients and colleagues and negotiating alternative arrangements

· planning for contingencies

· planning information and documentation requirements

· utilising or determining required resources

	Self‑management
	· following workplace documentation such as codes of practice or operating procedures

· projecting a professional image when representing the organisation

· setting own work program and managing time to ensure tasks are done on time

· taking personal responsibility at the appropriate level

· working ethically when dealing with financial transactions

	Learning
	· maintaining continuous learning by seeking out opportunities for improvement and developing new skills

· seeking assistance and expert advice

	Technology
	· using business related technology safely (OHS)

· using business technology such as software programs for word processing spreadsheets, presentation and scheduling


BSB40207 Certificate IV in Business

Sample Training Program for Sustainable Business Officer

The BSB07 Training Package guidelines have been applied to create this occupational profile. Other unit options are available (see BSB07 qualifications on the NTIS). 
Descriptor

The units selected in this Sample Training Program would be suitable vocational training for a position that entails sustainable business application processes. The position may be in a medium to large company advising on internal and external operational sustainability issues, or in a small company advising external clients. Employees blend general business tasks with the implementation of sustainable work practices. Background work will include research and presenting of information.
This qualification reflects the role of individuals who use well‑developed skills and a broad knowledge base in a wide variety of contexts. They apply solutions to a defined range of unpredictable problems, and analyse and evaluate information from a variety of sources. They may provide leadership and guidance to others with some limited responsibility for the output of others.

Qualification Pathways

Prerequisite requirements

There are no prerequisite requirements for individual units of competency.

Pathways into the qualification

Preferred pathways for candidates considering this qualification include:

· after achieving the BSB30107 Certificate III in Business or other relevant qualification/s 

OR

· providing evidence of competency in the majority of units required for the BSB30107 Certificate III in Business or other relevant qualification/s 

OR

· with some vocational experience assisting in a range of environments providing administrative or operational support to individuals and/or teams but without a formal business qualification. 

Pathways from the qualification

After achieving the BSB40207 Certificate IV in Business, candidates may undertake a range of Diploma level qualifications within the BSB07 Business Services Training Package, or other Training Packages.

Licensing, Legislative, Regulatory or Certification Considerations

There is no direct link between this qualification and licensing, legislative and/or regulatory requirements. However, where required, a unit of competency will specify relevant licensing, legislative and/or regulatory requirements that impact on the unit.

	Qualification Rules

	Total number of units = 10

1 core unit plus

9 elective units
At least 5 of the elective units must be selected from the elective units listed below.

The other 4 elective units may be selected from the remaining elective units listed below, the BSB07 Business Services Training Package or any other currently endorsed national Training Package. If not listed below, 1 unit may be selected from either a Certificate III or Diploma qualification. 

Elective units must be relevant to the work outcome, local industry requirements and the qualification level.

Units selected from other Training Packages must not duplicate units selected from or available within the BSB07 Business Services Training Package.

Where the packaging of this qualification meets the rules of a specialist qualification at this level, then the specialist qualification and not the generic qualification must be awarded.

	Core Units

	Occupational Health and Safety

BSBOHS407A
Monitor a safe workplace

	Elective Units

	Customer Service

BSBCUS401A
Coordinate implementation of customer service strategies

Financial Administration

BSBFIA402A
Report on financial activity

General Administration

BSBADM409A
Coordinate business resources

Innovation

BSBINN301A
Promote innovation in a team environment

Learning and Development

BSBLED401A
Develop teams and individuals

Sustainability

BSBSUS301A
Implement and monitor environmentally sustainable work practices
BSBSUS501A
Develop workplace policy and procedures for sustainability

Relationship Management

BSBREL401A
Establish networks

Research

BSBRES401A
Analyse and present research information


Selecting Elective Units for Different Outcomes

The context for this qualification varies and this must guide the selection of elective units. An example of appropriate elective units for a particular outcome follows.

Employability Skills Summary

BSB40207 Certificate IV in Business

The following table contains a summary of the Employability Skills required by industry for this qualification. The Employability Skills facets described here are broad industry requirements that may vary depending on qualification packaging options.

	Employability Skill
	Industry requirements for this qualification include:

	Communication
	· communicating with business contacts and team members to promote products and services, give and receive feedback, and negotiate effectively to address conflicts

· reading, interpreting, writing and presenting reports

	Teamwork
	· supporting team members in developing skills and knowledge relating to products and services 

· working within own role to support team activities

	Problem solving
	· finding, analysing and interpreting data which may be incomplete or have discrepancies

· making decisions to complete tasks in a time efficient manner

	Initiative and enterprise
	· contributing to strategic direction of enterprise

· identifying learning opportunities to improve work practices

	Planning and organising
	· organising information relating to products and/or services into databases

· organising resources, equipment and time lines 

· planning for contingencies

	Self‑management
	· evaluating own performance and identifying areas for improvement

· managing time to independently complete tasks

	Learning
	· participating in professional networks and associations to obtain and maintain knowledge and skills

	Technology
	· using business technology such as the internet and mobile phones to communicate with other people 

· using business technology to collect, analyse and provide information


BSB40207 Certificate IV in Business

Sample Training Program for Sustainable Business Officer

The BSB07 Training Package guidelines have been applied to create this occupational profile. Other unit options are available (see BSB07 qualifications on the NTIS). 
Descriptor

The units selected in this Sample Training Program would be suitable vocational training for a position that entails sustainable business application processes. The position may be in a medium to large company advising on internal and external operational sustainability issues, or in a small company advising external clients. Employees blend general business tasks with the implementation of sustainable work practices. Background work will include research and presenting of information.
This qualification reflects the role of individuals who use well‑developed skills and a broad knowledge base in a wide variety of contexts. They apply solutions to a defined range of unpredictable problems, and analyse and evaluate information from a variety of sources. They may provide leadership and guidance to others with some limited responsibility for the output of others.

Qualification Pathways

Prerequisite requirements

There are no prerequisite requirements for individual units of competency.

Pathways into the qualification

Preferred pathways for candidates considering this qualification include:

· after achieving the BSB30107 Certificate III in Business or other relevant qualification/s 

OR

· providing evidence of competency in the majority of units required for the BSB30107 Certificate III in Business or other relevant qualification/s 

OR

· with some vocational experience assisting in a range of environments providing administrative or operational support to individuals and/or teams but without a formal business qualification. 

Pathways from the qualification

After achieving the BSB40207 Certificate IV in Business, candidates may undertake a range of Diploma level qualifications within the BSB07 Business Services Training Package, or other Training Packages.

Licensing, Legislative, Regulatory or Certification Considerations

There is no direct link between this qualification and licensing, legislative and/or regulatory requirements. However, where required, a unit of competency will specify relevant licensing, legislative and/or regulatory requirements that impact on the unit.

	Qualification Rules

	Total number of units = 10

1 core unit plus

9 elective units
At least 5 of the elective units must be selected from the elective units listed below.

The other 4 elective units may be selected from the remaining elective units listed below, the BSB07 Business Services Training Package or any other currently endorsed national Training Package. If not listed below, 1 unit may be selected from either a Certificate III or Diploma qualification. 

Elective units must be relevant to the work outcome, local industry requirements and the qualification level.

Units selected from other Training Packages must not duplicate units selected from or available within the BSB07 Business Services Training Package.

Where the packaging of this qualification meets the rules of a specialist qualification at this level, then the specialist qualification and not the generic qualification must be awarded.

	Core Units

	Occupational Health and Safety

BSBOHS407A
Monitor a safe workplace

	Elective Units

	Customer Service

BSBCUS401A
Coordinate implementation of customer service strategies

Financial Administration

BSBFIA402A
Report on financial activity

General Administration

BSBADM409A
Coordinate business resources

Sustainability

BSBSUS301A
Implement and monitor environmentally sustainable work practices
BSBSUS501A
Develop workplace policy and procedures for sustainability

Project Management

BSBPMG510A
Manage projects
Writing

BSBWRT401A
Write complex documents

Relationship Management

BSBREL401A
Establish networks

Research

BSBRES401A
Analyse and present research information


Selecting Elective Units for Different Outcomes

The context for this qualification varies and this must guide the selection of elective units. An example of appropriate elective units for a particular outcome follows.

Employability Skills Summary

BSB40207 Certificate IV in Business

The following table contains a summary of the Employability Skills required by industry for this qualification. The Employability Skills facets described here are broad industry requirements that may vary depending on qualification packaging options.

	Employability Skill
	Industry requirements for this qualification include:

	Communication
	· communicating with business contacts and team members to promote products and services, give and receive feedback, and negotiate effectively to address conflicts

· reading, interpreting, writing and presenting reports

	Teamwork
	· supporting team members in developing skills and knowledge relating to products and services 

· working within own role to support team activities

	Problem solving
	· finding, analysing and interpreting data which may be incomplete or have discrepancies

· making decisions to complete tasks in a time efficient manner

	Initiative and enterprise
	· contributing to strategic direction of enterprise

· identifying learning opportunities to improve work practices

	Planning and organising
	· organising information relating to products and/or services into databases

· organising resources, equipment and time lines 

· planning for contingencies

	Self‑management
	· evaluating own performance and identifying areas for improvement

· managing time to independently complete tasks

	Learning
	· participating in professional networks and associations to obtain and maintain knowledge and skills

	Technology
	· using business technology such as the internet and mobile phones to communicate with other people 

· using business technology to collect, analyse and provide information


BSB40207 Certificate IV in Business

Sample Training Program for Sustainability Officer 

The BSB07 Training Package guidelines have been applied to create this occupational profile. Other unit options are available (see BSB07 qualifications on the NTIS). 
Descriptor

The units selected in this Sample Training Program would be suitable vocational training for a clerical position with a focus on sustainability. Business network and teamwork would be undertaken to identify and possibly propose potential improvements. The position may be in a medium to large company advising on internal and external operational sustainability issues, or in a small company advising external clients. Employees blend general project activity with the implementation of sustainable work practices. Background work will include research and presenting of information.
This qualification reflects the role of individuals who use well‑developed skills and a broad knowledge base in a wide variety of contexts. They apply solutions to a defined range of unpredictable problems, and analyse and evaluate information from a variety of sources. They may provide leadership and guidance to others with some limited responsibility for the output of others.

Prerequisite requirements

There are no prerequisite requirements for individual units of competency.

Pathways into the qualification

Preferred pathways for candidates considering this qualification include:

· after achieving the BSB30107 Certificate III in Business or other relevant qualification/s 

OR

· providing evidence of competency in the majority of units required for the BSB30107 Certificate III in Business or other relevant qualification/s 

OR

· with some vocational experience assisting in a range of environments providing administrative or operational support to individuals and/or teams but without a formal business qualification. 

Pathways from the qualification

After achieving the BSB40207 Certificate IV in Business, candidates may undertake a range of Diploma level qualifications within the BSB07 Business Services Training Package, or other Training Packages.

Licensing, Legislative, Regulatory or Certification Considerations

There is no direct link between this qualification and licensing, legislative and/or regulatory requirements. However, where required, a unit of competency will specify relevant licensing, legislative and/or regulatory requirements that impact on the unit.

	Qualification Rules

	Total number of units = 10

1 core unit plus

9 elective units
At least 5 of the elective units must be selected from the elective units listed below.

The other 4 elective units may be selected from the remaining elective units listed below, the BSB07 Business Services Training Package or any other currently endorsed national Training Package. If not listed below, 1 unit may be selected from either a Certificate III or Diploma qualification. 

Elective units must be relevant to the work outcome, local industry requirements and the qualification level.

Units selected from other Training Packages must not duplicate units selected from or available within the BSB07 Business Services Training Package.

Where the packaging of this qualification meets the rules of a specialist qualification at this level, then the specialist qualification and not the generic qualification must be awarded.

	Core Units

	Occupational Health and Safety

BSBOHS407A
Monitor a safe workplace

	Elective Units

	General Administration

BSBADM405B
Organise meetings

Innovation

BSBINN301A
Promote innovation in a team environment

Learning and Development

BSBLED401A
Develop teams and individuals

Project Management

BSBPMG510A
Manage projects

Relationship Management

BSBREL401A
Establish networks

Risk Management

BSBRSK401A
Identify risk and apply risk management processes

Sustainability

BSBSUS301A
Implement and monitor environmentally sustainable work practices

BSBSUS501A
Develop workplace policy and procedures for sustainability

Writing

BSBWRT401A
Write complex documents


Employability Skills Summary

BSB40207 Certificate IV in Business

The following table contains a summary of the Employability Skills required by industry for this qualification. The Employability Skills facets described here are broad industry requirements that may vary depending on qualification packaging options.

	Employability Skill
	Industry requirements for this qualification include:

	Communication
	· communicating with business contacts and team members to promote products and services, give and receive feedback, and negotiate effectively to address conflicts

· reading, interpreting, writing and presenting reports

	Teamwork
	· supporting team members in developing skills and knowledge relating to products and services 

· working within own role to support team activities

	Problem solving
	· finding, analysing and interpreting data which may be incomplete or have discrepancies

· making decisions to complete tasks in a time efficient manner

	Initiative and enterprise
	· contributing to strategic direction of enterprise

· identifying learning opportunities to improve work practices

	Planning and organising
	· organising information relating to products and/or services into databases

· organising resources, equipment and time lines 

· planning for contingencies

	Self‑management
	· evaluating own performance and identifying areas for improvement

· managing time to independently complete tasks

	Learning
	· participating in professional networks and associations to obtain and maintain knowledge and skills

	Technology
	· using business technology such as the internet and mobile phones to communicate with other people 

· using business technology to collect, analyse and provide information


BSB41207 Certificate IV in Legal Services

Sample Training Program for Legal Advisor’s Assistant on Environmental Issues  

The BSB07 Training Package guidelines have been applied to create this occupational profile. Other unit options are available (see BSB07 qualifications on the NTIS). 
Descriptor

The units selected in this Sample Training Program would be suitable vocational training for the position of a legal assistant providing advice, under direction on environmental issues. The position may be in a medium to large company advising on internal and external operational sustainability issues, or in a small company advising external clients. Employees blend general legal research with sustainability principles. Background work will include research and presenting of information.
This qualification reflects the role of individuals who use well‑developed skills and a broad knowledge base to provide support in a range of legal service settings. They apply solutions to a defined range of unpredictable problems, and analyse and evaluate information from a variety of sources.

Qualification Pathways

Prerequisite requirements

There are no prerequisite requirements for individual units of competency. 
Pathways into the qualification 
Preferred pathways for candidates considering this qualification include:

· after achieving the BSB31007 Certificate III in Business Administration (Legal) or other relevant qualification/s 

OR

· providing evidence of competency in the majority of units required for the BSB31007 Certificate III in Business Administration (Legal) or other relevant qualification/s 

OR

· with some vocational experience working in a range of business settings in support roles without a formal qualification.

Pathways from the qualification

After achieving the BSB41207 Certificate IV in Legal Services, candidates may undertake the BSB51007 Diploma of Legal Services, a qualification for senior legal services personnel who have primary responsibility for the development and planning of an organisation’s legal services function, or a range of Diploma qualifications.

Licensing, Legislative, Regulatory or Certification Considerations

There is no direct link between this qualification and licensing, legislative and/or regulatory requirements. However, where required, a unit of competency will specify relevant licensing, legislative and/or regulatory requirements that impact on the unit.

	Qualification Rules

	Total number of units = 10

6 core units plus

4 elective units

At least 3 of the elective units must be selected from the elective units listed below.

The other 1 elective unit may be selected from the remaining elective units listed below, the BSB07 Business Services Training Package or any other currently endorsed national Training Package. If not listed below, the elective unit may be selected from either a Certificate III or Diploma qualification. 

Elective units must be relevant to the work outcome, local industry requirements and the qualification level.

Units selected from other Training Packages must not duplicate units selected from or available within the BSB07 Business Services Training Package.

	Core Units

	Legal Services Administration

BSBLEG401A
Prepare and produce complex legal documents

BSBLEG409A
Provide non‑legal advice

BSBLEG410A
Interact with other parties 

BSBLEG412A
Interpret and apply legislation

Research

BSBRES402A
Research, locate and provide legal and other information in response to requests

BSBRES403A
Research legal processes

	Elective Units

	Legal Services Administration

BSBLEG404A
Provide support in Property Law matters

BSBLEG407A
Provide support in Commercial Law matters

BSBLEG408A
Arrange documents and list exhibits for litigation support
Sustainability

BSBSUS501A
Develop workplace policy and procedures for sustainability




Employability Skills Summary

BSB41207 Certificate IV in Legal Services

The following table contains a summary of the Employability Skills required by industry for this qualification. The Employability Skills facets described here are broad industry requirements that may vary depending on qualification packaging options.

	Employability Skill
	Industry requirements for this qualification include:

	Communication
	· communicating ideas and arguments logically and discretely

· communicating with the legal practitioner and clients

· using clear sequential instructions and strategies to confirm and clarify understanding

· using legal terminology, and reading and interpreting legal documents

	Teamwork
	· promoting teamwork and providing assistance to co‑workers

· working under the instruction of a legal practitioner

	Problem solving
	· identifying gaps, irregularities and uncertainties in information and following standard resolution procedures 

· using discretion and judgement, and working within codes of conduct

	Initiative and enterprise
	· researching and locating information

· suggesting improvements, and designing and structuring documents

	Planning and organising
	· arranging documents and exhibits to support litigators

· keeping paperwork up‑to‑date and organising information

· planning and prioritising work

	Self‑management
	· conducting business in accordance with organisational goals, values and standards

· following confidentiality, security and discretion procedures

· working within accepted codes of conduct, resolving conflicts of interest and behaving with honesty and integrity

· working within own scope of responsibility

	Learning
	· extending understanding of legal terminology

· giving instructions to others which are clear and have adequate explanation

· identifying and addressing own additional skills requirements

	Technology
	· selecting and using business technology such as email, websites, voice mail, audio cassette, computers, software and online services to communicate, research and report


BSB40207 Certificate IV in Business

Sample Training Program for Environmental Awareness Officer 

The BSB07 Training Package guidelines have been applied to create this occupational profile. Other unit options are available (see BSB07 qualifications on the NTIS). 
Descriptor

The units selected in this Sample Training Program would be suitable vocational training for a position that entails providing environmental advice. Informative advice would be provided on environmental/sustainability issues. The position may be in a medium to large company advising on internal and external operational sustainability issues, or in a small company advising external clients. Employees blend change management with the implementation of sustainable work practices. Background work will include research and presenting of information.
This qualification reflects the role of individuals who use well‑developed skills and a broad knowledge base in a wide variety of contexts. They apply solutions to a defined range of unpredictable problems, and analyse and evaluate information from a variety of sources. They may provide leadership and guidance to others with some limited responsibility for the output of others.

Qualification Pathways

Prerequisite requirements

There are no prerequisite requirements for individual units of competency.

Pathways into the qualification

Preferred pathways for candidates considering this qualification include:

· after achieving the BSB30107 Certificate III in Business or other relevant qualification/s 

OR

· providing evidence of competency in the majority of units required for the BSB30107 Certificate III in Business or other relevant qualification/s 

OR

· with some vocational experience assisting in a range of environments providing administrative or operational support to individuals and/or teams but without a formal business qualification. 

This breadth of expertise would equate to the competencies required to undertake this qualification.

Pathways from the qualification

After achieving the BSB40207 Certificate IV in Business, candidates may undertake a range of Diploma level qualifications within the BSB07 Business Services Training Package, or other Training Packages.

Licensing, Legislative, Regulatory or Certification Considerations

There is no direct link between this qualification and licensing, legislative and/or regulatory requirements. However, where required, a unit of competency will specify relevant licensing, legislative and/or regulatory requirements that impact on the unit.

	Qualification Rules

	Total number of units = 10

1 core unit plus

9 elective units
At least 5 of the elective units must be selected from the elective units listed below.

The other 4 elective units may be selected from the remaining elective units listed below, the BSB07 Business Services Training Package or any other currently endorsed national Training Package. If not listed below, 1 unit may be selected from either a Certificate III or Diploma qualification. 

Elective units must be relevant to the work outcome, local industry requirements and the qualification level.

Units selected from other Training Packages must not duplicate units selected from or available within the BSB07 Business Services Training Package.

Where the packaging of this qualification meets the rules of a specialist qualification at this level, then the specialist qualification and not the generic qualification must be awarded.

	Core Units

	Occupational Health and Safety

BSBOHS407A
Monitor a safe workplace

	Elective Units

	E‑Business

BSBEBU401A
Review and maintain a website

IT Support

BSBITS401A
Maintain business technology

IT Use

BSBITU401A
Design and develop complex text documents

BSBITU402A
Develop and use complex spreadsheets

Learning and Development

BSBLED401A
Develop teams and individuals

Relationship Management

BSBREL401A
Establish networks

Research

BSBRES401A
Analyse and present research information

Risk Management

BSBRSK401A
Identify risk and apply risk management processes

Sustainability

BSBSUS301A
Implement and monitor environmentally sustainable work practices




Selecting Elective Units for Different Outcomes

The context for this qualification varies and this must guide the selection of elective units. An example of appropriate elective units for a particular outcome follows.

Employability Skills Summary

BSB40207 Certificate IV in Business

The following table contains a summary of the Employability Skills required by industry for this qualification. The Employability Skills facets described here are broad industry requirements that may vary depending on qualification packaging options.

	Employability Skill
	Industry requirements for this qualification include:

	Communication
	· communicating with business contacts and team members to promote products and services, give and receive feedback, and negotiate effectively to address conflicts

· reading, interpreting, writing and presenting reports

	Teamwork
	· supporting team members in developing skills and knowledge relating to products and services 

· working within own role to support team activities

	Problem solving
	· finding, analysing and interpreting data which may be incomplete or have discrepancies

· making decisions to complete tasks in a time efficient manner

	Initiative and enterprise
	· contributing to strategic direction of enterprise

· identifying learning opportunities to improve work practices

	Planning and organising
	· organising information relating to products and/or services into databases

· organising resources, equipment and time lines 

· planning for contingencies

	Self‑management
	· evaluating own performance and identifying areas for improvement

· managing time to independently complete tasks

	Learning
	· participating in professional networks and associations to obtain and maintain knowledge and skills

	Technology
	· using business technology such as the internet and mobile phones to communicate with other people 

· using business technology to collect, analyse and provide information


BSB40207 Certificate IV in Business

Sample Training Program for Environmental Data Analyst 

The BSB07 Training Package guidelines have been applied to create this occupational profile. Other unit options are available (see BSB07 qualifications on the NTIS). 
Descriptor

The units selected in this Sample Training Program would be suitable vocational training for a position that entails analysing environmental data. Research and analysis would be undertaken to identify potential work practice improvements to minimise environmental damage. The position may be in a medium to large company advising on internal and external operational sustainability issues, or in a small company advising external clients. Employees in this position ensure that current resources are used effectively and focus on improvements that will reduce the negative environmental impacts of work practices.  
This qualification reflects the role of individuals who use well‑developed skills and a broad knowledge base in a wide variety of contexts. They apply solutions to a defined range of unpredictable problems, and analyse and evaluate information from a variety of sources. They may provide leadership and guidance to others with some limited responsibility for the output of others.

Qualification Pathways

Prerequisite requirements

There are no prerequisite requirements for individual units of competency.

Pathways into the qualification

Preferred pathways for candidates considering this qualification include:

· after achieving the BSB30107 Certificate III in Business or other relevant qualification/s 

OR

· providing evidence of competency in the majority of units required for the BSB30107 Certificate III in Business or other relevant qualification/s 

OR

· with some vocational experience assisting in a range of environments providing administrative or operational support to individuals and/or teams but without a formal business qualification. 

Pathways from the qualification

After achieving the BSB40207 Certificate IV in Business, candidates may undertake a range of Diploma level qualifications within the BSB07 Business Services Training Package, or other Training Packages.

Licensing, Legislative, Regulatory or Certification Considerations

There is no direct link between this qualification and licensing, legislative and/or regulatory requirements. However, where required, a unit of competency will specify relevant licensing, legislative and/or regulatory requirements that impact on the unit.

	Qualification Rules

	Total number of units = 10

1 core unit plus

9 elective units
At least 5 of the elective units must be selected from the elective units listed below.

The other 4 elective units may be selected from the remaining elective units listed below, the BSB07 Business Services Training Package or any other currently endorsed national Training Package. If not listed below, 1 unit may be selected from either a Certificate III or Diploma qualification. 

Elective units must be relevant to the work outcome, local industry requirements and the qualification level.

Units selected from other Training Packages must not duplicate units selected from or available within the BSB07 Business Services Training Package.

Where the packaging of this qualification meets the rules of a specialist qualification at this level, then the specialist qualification and not the generic qualification must be awarded.

	Core Units

	Occupational Health and Safety

BSBOHS407A
Monitor a safe workplace

	Elective Units

	Innovation

BSBINN301A
Promote innovation in a team environment

IT Analysis and Design

BSBITA401A
Design databases

IT Support

BSBITS401A
Maintain business technology

IT Use

BSBITU401A
Design and develop complex text documents

BSBITU402A
Develop and use complex spreadsheets

Project Management

BSBPMG510A
Manage projects

Research

BSBRES401A
Analyse and present research information

Risk Management

BSBRSK401A
Identify risk and apply risk management processes

Sustainability

BSBSUS301A
Implement and monitor environmentally sustainable work practices




Employability Skills Summary

BSB40207 Certificate IV in Business

The following table contains a summary of the Employability Skills required by industry for this qualification. The Employability Skills facets described here are broad industry requirements that may vary depending on qualification packaging options.

	Employability Skill
	Industry requirements for this qualification include:

	Communication
	· communicating with business contacts and team members to promote products and services, give and receive feedback, and negotiate effectively to address conflicts

· reading, interpreting, writing and presenting reports

	Teamwork
	· supporting team members in developing skills and knowledge relating to products and services 

· working within own role to support team activities

	Problem solving
	· finding, analysing and interpreting data which may be incomplete or have discrepancies

· making decisions to complete tasks in a time efficient manner

	Initiative and enterprise
	· contributing to strategic direction of enterprise

· identifying learning opportunities to improve work practices

	Planning and organising
	· organising information relating to products and/or services into databases

· organising resources, equipment and time lines 

· planning for contingencies

	Self‑management
	· evaluating own performance and identifying areas for improvement

· managing time to independently complete tasks

	Learning
	· participating in professional networks and associations to obtain and maintain knowledge and skills

	Technology
	· using business technology such as the internet and mobile phones to communicate with other people 

· using business technology to collect, analyse and provide information


BSB40807 Certificate IV in Frontline Management

Sample Training Program for Sustainable Work Practices Officer

The BSB07 Training Package guidelines have been applied to create this occupational profile. Other unit options are available (see BSB07 qualifications on the NTIS). 
Descriptor

The units selected in this Sample Training Program would be suitable vocational training for the position of supervisor or a team leader, possibly in an off-site environment.  Information on sustainable work practices would be implemented internally and/or externally, for clients. The position may be in a medium to large company implementing internal and external operational sustainable practices, or in a small company advising external clients. 
This qualification reflects the role of individuals who take the first line of management in a wide range of organisational and industry contexts. They may have existing qualifications and technical skills in any given vocation or profession, yet require skills or recognition in supervisory functions. Typically they would report to a manager.

At this level frontline managers provide leadership and guidance to others and take responsibility for the effective functioning and performance of the team and its work outcomes.

Qualification Pathways

Prerequisite requirements

There are no prerequisite requirements for individual units of competency.

Pathways into the qualification

Preferred pathways for candidates considering this qualification include:

· after achieving the BSB31207 Certificate III Frontline Management or other relevant qualification/s 

OR

· providing evidence of competency in the majority of units required for the BSB31207 Certificate III in Frontline Management or other relevant qualification/s 

OR

· with some vocational experience in a supervisory role but no formal qualification. 

Pathways from the qualification

After achieving the BSB40807 Certificate IV in Frontline Management, candidates may undertake the BSB51107 Diploma of Management, or a range of other Diploma qualifications.

Licensing, Legislative, Regulatory or Certification Considerations

There is no direct link between this qualification and licensing, legislative and/or regulatory requirements. However, where required, a unit of competency will specify relevant licensing, legislative and/or regulatory requirements that impact on the unit.

	Qualification Rules

	Total number of units = 10

4 core units plus

6 elective units

At least 3 of the elective units must be selected from the elective units listed below.

The other 3 elective units may be selected from the remaining elective units listed below, the BSB07 Business Services Training Package or any other currently endorsed national Training Package. If not listed below, 1 unit may be selected from either a Certificate III or Diploma qualification. 

Elective units must be relevant to the work outcome, local industry requirements and the qualification level.

Units selected from other Training Packages must not duplicate units selected from or available within the BSB07 Business Services Training Package.

	Core Units

	Management

BSBMGT401A
Show leadership in the workplace

BSBMGT402A
Implement operational plan

Occupational Health and Safety

BSBOHS407A
Monitor a safe workplace

Workplace Effectiveness

BSBWOR402A
Promote team effectiveness

	Elective Units

	Innovation

BSBINN301A
Promote innovation in a team environment

Management

BSBMGT403A
Implement continuous improvement

General Administration

BSBADM409A
Coordinate business resources

Risk Management

BSBRSK401A
Identify risk and apply risk management processes

Workplace Effectiveness

BSBWOR401A
Establish effective workplace relationships

Sustainability

BSBSUS501A
Develop workplace policy and procedures for sustainability




Selecting Elective Units for Different Outcomes

The context for this qualification varies and this must guide the selection of elective units. Examples of appropriate elective units for particular outcomes follow.

Employability Skills Summary

BSB40807 Certificate IV in Frontline Management

The following table contains a summary of the Employability Skills required by industry for this qualification. The Employability Skills facets described here are broad industry requirements that may vary depending on qualification packaging options.

	Employability Skill
	Industry requirements for this qualification include:

	Communication
	· communicating with team members and management to ensure open communication channels and to clarify issues

· resolving conflict and disputes in the work team

	Teamwork
	· being a role model for other team members 

· consulting and developing objectives with the work team 

	Problem solving
	· developing risk management approaches

· developing techniques to address faults and inefficiencies

	Initiative and enterprise
	· identifying and developing opportunities for improved work practices

	Planning and organising
	· monitoring and adjusting operational performance by producing short‑term plans, planning and acquiring resources and reporting on performance

· preparing work plans and budgets

	Self‑management
	· actively seeking feedback on own performance from clients and colleagues

· prioritising tasks

	Learning
	· coaching and mentoring colleagues and team members to support the introduction of change

	Technology
	· using business technology such as computer programs and telecommunications to collect and manage information


BSB41307 Certificate IV in Marketing

Sample Training Program for Sustainability Marketing Officer 

The BSB07 Training Package guidelines have been applied to create this occupational profile. Other unit options are available (see BSB07 qualifications on the NTIS). 
Descriptor

The units selected in this Sample Training Program would be suitable vocational training for a position that entails marketing sustainable services and products. The position may be in a medium to large company advising on internal and external operational sustainability issues, or in a small company advising external clients. Employees blend general business tasks with specific marketing skills including research, analysis and reporting and presenting of information.
This qualification reflects the role of individuals who use well‑developed marketing skills and a broad knowledge base in a wide variety of marketing contexts. They apply solutions to a defined range of unpredictable problems, and analyse and evaluate information from a variety of sources. They may provide leadership and guidance to others with some limited responsibility for the output of others, however they typically report to a more senior marketing practitioner.

Qualification Pathways

Prerequisite requirements

There are no prerequisite requirements for individual units of competency.

Pathways into the qualification

Preferred pathways for candidates considering this qualification include:

· after achieving the BSB30107 Certificate III in Business or other relevant qualification/s 

OR

· providing evidence of competency in the majority of units required for the BSB30107 Certificate III in Business or other relevant qualification/s 

OR

· with some vocational experience in assisting marketing team leaders, supervisors or managers to conduct marketing communication activities but without formal marketing qualifications.

Pathways from the qualification

After achieving the BSB41307 Certificate IV in Marketing, candidates may undertake the BSB51207 Diploma of Marketing, a qualification for marketing team leaders or marketing managers who have responsibility for managing a team and for those required to manage the marketing function within an organisation, or a range of other Diploma qualifications.

Licensing, Legislative, Regulatory or Certification Considerations

There is no direct link between this qualification and licensing, legislative and/or regulatory requirements. However, where required, a unit of competency will specify relevant licensing, legislative and/or regulatory requirements that impact on the unit.

	Qualification Rules

	Total number of units = 10

4 core units plus

6 elective units

At least 3 of the elective units must be selected from the elective units listed below.

The other 3 elective units may be selected from the remaining elective units listed below, the BSB07 Business Services Training Package or any other currently endorsed national Training Package. If not listed below, 1 unit may be selected from either a Certificate III or Diploma qualification.

Elective units must be relevant to the work outcome, local industry requirements and the qualification.

Units selected from other Training Packages must not duplicate units selected from or available within the BSB07 Business Services Training Package.

	Core Units

	Interpersonal Communication

BSBCMM401A
Make a presentation

Marketing

BSBMKG401B
Profile the market

BSBMKG402B
Analyse consumer behaviour for specific markets

BSBMKG408B
Conduct market research

	Elective Units

	Marketing

BSBMKG412A
Conduct electronic marketing communications

BSBMKG413A
Promote products and services

BSBMKG414A
Undertake marketing activities

BSBMKG415A
Research international markets

Product Skills and Advice

BSBPRO401A
Develop product knowledge

Sustainability

BSBSUS301A
Implement and monitor environmentally sustainable work practices




Employability Skills Summary

BSB41307 Certificate IV in Marketing

The following table contains a summary of the Employability Skills required by marketing officers or assistants for this qualification. The Employability Skills facets described here are broad industry requirements that may vary depending on qualification packaging options.

	Employability Skill
	Industry requirements for this qualification include:

	Communication
	· conducting marketing communications for a variety of target markets, audiences or publics

· making a presentation to clients or a group of colleagues

	Teamwork
	· working with team members to complete marketing communications activities

· working with team members to identify and allocate business resources

	Problem solving
	· diagnosing problems with allocation and use of business resources

· taking action to resolve issues arising in conducting work activities

	Initiative and enterprise
	· collecting information and market intelligence on expected market growth areas

· identifying, evaluating and suggesting marketing opportunities 

	Planning and organising
	· planning and implementing strategies to improve client relationships

· planning promotional activities such as product launches

	Self‑management
	· managing own time to ensure targets are met

	Learning
	· maintaining knowledge of products and services

· participating in ongoing professional development activities

	Technology
	· using a computer‑based program to develop an audio‑visual presentation

· selecting and using business technology suitable for a task


BSB41307 Certificate IV in Marketing

Sample Training Program for Sustainable Business Practices Promotional Officer 

The BSB07 Training Package guidelines have been applied to create this occupational profile. Other unit options are available (see BSB07 qualifications on the NTIS). 
Descriptor

The units selected in this Sample Training Program would be suitable vocational training for a position that entails promoting sustainable business practices. The position may be in a medium to large company advising on internal and external operational sustainable business practices, or in a small company advising external clients. Employees blend general business tasks with specific promotional skills including research, analysis and reporting and presenting of information.
This qualification reflects the role of individuals who use well‑developed marketing skills and a broad knowledge base in a wide variety of marketing contexts. They apply solutions to a defined range of unpredictable problems, and analyse and evaluate information from a variety of sources. They may provide leadership and guidance to others with some limited responsibility for the output of others, however they typically report to a more senior marketing practitioner.

Qualification Pathways

Prerequisite requirements

There are no prerequisite requirements for individual units of competency.

Pathways into the qualification

Preferred pathways for candidates considering this qualification include:

· after achieving the BSB30107 Certificate III in Business or other relevant qualification/s 

OR

· providing evidence of competency in the majority of units required for the BSB30107 Certificate III in Business or other relevant qualification/s 

OR

· with some vocational experience in assisting marketing team leaders, supervisors or managers to conduct marketing communication activities but without formal marketing qualifications.

Pathways from the qualification

After achieving the BSB41307 Certificate IV in Marketing, candidates may undertake the BSB51207 Diploma of Marketing, a qualification for marketing team leaders or marketing managers who have responsibility for managing a team and for those required to manage the marketing function within an organisation, or a range of other Diploma qualifications.

Licensing, Legislative, Regulatory or Certification Considerations

There is no direct link between this qualification and licensing, legislative and/or regulatory requirements. However, where required, a unit of competency will specify relevant licensing, legislative and/or regulatory requirements that impact on the unit.

	Qualification Rules

	Total number of units = 10

4 core units plus

6 elective units

At least 3 of the elective units must be selected from the elective units listed below.

The other 3 elective units may be selected from the remaining elective units listed below, the BSB07 Business Services Training Package or any other currently endorsed national Training Package. If not listed below, 1 unit may be selected from either a Certificate III or Diploma qualification.

Elective units must be relevant to the work outcome, local industry requirements and the qualification.

Units selected from other Training Packages must not duplicate units selected from or available within the BSB07 Business Services Training Package.

	Core Units

	Interpersonal Communication

BSBCMM401A
Make a presentation

Marketing

BSBMKG401B
Profile the market

BSBMKG402B
Analyse consumer behaviour for specific markets

BSBMKG408B
Conduct market research

	Elective Units

	Marketing

BSBMKG412A
Conduct electronic marketing communications

BSBMKG413A
Promote products and services

BSBMKG414A
Undertake marketing activities

Relationship Management

BSBREL401A
Establish networks

Risk Management

BSBRSK401A
Identify risk and apply risk management processes

Sustainability

BSBSUS301A
Implement and monitor environmentally sustainable work practices




Employability Skills Summary

BSB41307 Certificate IV in Marketing

The following table contains a summary of the Employability Skills required by marketing officers or assistants for this qualification. The Employability Skills facets described here are broad industry requirements that may vary depending on qualification packaging options.

	Employability Skill
	Industry requirements for this qualification include:

	Communication
	· conducting marketing communications for a variety of target markets, audiences or publics

· making a presentation to clients or a group of colleagues

	Teamwork
	· working with team members to complete marketing communications activities

· working with team members to identify and allocate business resources

	Problem solving
	· diagnosing problems with allocation and use of business resources

· taking action to resolve issues arising in conducting work activities

	Initiative and enterprise
	· collecting information and market intelligence on expected market growth areas

· identifying, evaluating and suggesting marketing opportunities 

	Planning and organising
	· planning and implementing strategies to improve client relationships

· planning promotional activities such as product launches

	Self‑management
	· managing own time to ensure targets are met

	Learning
	· maintaining knowledge of products and services

· participating in ongoing professional development activities

	Technology
	· using a computer‑based program to develop an audio‑visual presentation

· selecting and using business technology suitable for a task


BSB40207 Certificate IV in Business

Sample Training Program for Sustainability Promotional Officer 

The BSB07 Training Package guidelines have been applied to create this occupational profile. Other unit options are available (see BSB07 qualifications on the NTIS). 
Descriptor

The units selected in this Sample Training Program would be suitable vocational training for a position that entails promoting sustainable work practices. The position may be in a medium to large company advising on internal and external operational sustainability issues, or in a small company advising external clients. Employees blend general business tasks with specific promotional skills including research, analysis and reporting and presenting of information.
This qualification reflects the role of individuals who use well‑developed skills and a broad knowledge base in a wide variety of contexts. They apply solutions to a defined range of unpredictable problems, and analyse and evaluate information from a variety of sources. They may provide leadership and guidance to others with some limited responsibility for the output of others.

Qualification Pathways

Prerequisite requirements

There are no prerequisite requirements for individual units of competency.

Pathways into the qualification

Preferred pathways for candidates considering this qualification include:

· after achieving the BSB30107 Certificate III in Business or other relevant qualification/s 

OR

· providing evidence of competency in the majority of units required for the BSB30107 Certificate III in Business or other relevant qualification/s 

OR

· with some vocational experience assisting in a range of environments providing administrative or operational support to individuals and/or teams but without a formal business qualification. 

· Word Processing Operator.

Pathways from the qualification

After achieving the BSB40207 Certificate IV in Business, candidates may undertake a range of Diploma level qualifications within the BSB07 Business Services Training Package, or other Training Packages.

Licensing, Legislative, Regulatory or Certification Considerations

There is no direct link between this qualification and licensing, legislative and/or regulatory requirements. However, where required, a unit of competency will specify relevant licensing, legislative and/or regulatory requirements that impact on the unit.

	Qualification Rules

	Total number of units = 10

1 core unit plus

9 elective units
At least 5 of the elective units must be selected from the elective units listed below.

The other 4 elective units may be selected from the remaining elective units listed below, the BSB07 Business Services Training Package or any other currently endorsed national Training Package. If not listed below, 1 unit may be selected from either a Certificate III or Diploma qualification. 

Elective units must be relevant to the work outcome, local industry requirements and the qualification level.

Units selected from other Training Packages must not duplicate units selected from or available within the BSB07 Business Services Training Package.

Where the packaging of this qualification meets the rules of a specialist qualification at this level, then the specialist qualification and not the generic qualification must be awarded.

	Core Units

	Occupational Health and Safety

BSBOHS407A
Monitor a safe workplace

	Elective Units

	Customer Service

BSBCUS401A
Coordinate implementation of customer service strategies

Innovation

BSBINN301A
Promote innovation in a team environment

Interpersonal Communication

BSBCMM401A
Make a presentation

Learning and Development

BSBLED401A
Develop teams and individuals

Marketing

BSBMKG413A
Promote products and services

BSBMKG414A
Undertake marketing activities

Relationship Management

BSBREL401A
Establish networks

Risk Management

BSBRSK401A
Identify risk and apply risk management processes

Sustainability

BSBSUS301A
Implement and monitor environmentally sustainable work practices




Selecting Elective Units for Different Outcomes

The context for this qualification varies and this must guide the selection of elective units. An example of appropriate elective units for a particular outcome follows.

Employability Skills Summary

BSB40207 Certificate IV in Business

The following table contains a summary of the Employability Skills required by industry for this qualification. The Employability Skills facets described here are broad industry requirements that may vary depending on qualification packaging options.

	Employability Skill
	Industry requirements for this qualification include:

	Communication
	· communicating with business contacts and team members to promote products and services, give and receive feedback, and negotiate effectively to address conflicts

· reading, interpreting, writing and presenting reports

	Teamwork
	· supporting team members in developing skills and knowledge relating to products and services 

· working within own role to support team activities

	Problem solving
	· finding, analysing and interpreting data which may be incomplete or have discrepancies

· making decisions to complete tasks in a time efficient manner

	Initiative and enterprise
	· contributing to strategic direction of enterprise

· identifying learning opportunities to improve work practices

	Planning and organising
	· organising information relating to products and/or services into databases

· organising resources, equipment and time lines 

· planning for contingencies

	Self‑management
	· evaluating own performance and identifying areas for improvement

· managing time to independently complete tasks

	Learning
	· participating in professional networks and associations to obtain and maintain knowledge and skills

	Technology
	· using business technology such as the internet and mobile phones to communicate with other people 

· using business technology to collect, analyse and provide information
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