COMPULSORY UNITS Delivery Options
v’ Traineeships for New Staff
v’ Traineeships for Existing Staff
SUGGESTED ELECTIVE UNITS (Select 11) Y Strategic Skills Program (SSP)
funded training for Existing
Workers and Job Seekers
v’ Fee-for-service  (full or part

qualification)

Delivery methods

v/ On-the-job training in the
workplace

v/ Recognition of Prior Learning

v Distance education

v’ Classroom training

Course Pre-requisites

Candidates should have
completed BSB20107 Certificate Il
in Business, or have vocational
experience assisting in range of
business support roles. Examples
of job roles for candidates seeking
entry on vocational experience
may include Administration
Assistant, Receptionist, Office

Junior, Data Entry Operator or

Many more elective options available—Talk to us!  Clerical Assistant.
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About the Course

This qualification reflects the
role of individuals who apply a
broad range of competencies in
a varied work context using
some discretion, judgement and
relevant theoretical knowledge.
They may provide technical

advice and support to a team.

Job Roles

Job roles and titles vary across
different industry sectors.
Possible job titles relevant to
this qualification include:

v Customer Service Advisor
v' Data Entry Operator
General Clerk

Payroll Officer

Receptionist
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Word Processing Operator
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