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ABOUT THE COURSE
This qualification reflects the role of individuals in a variety of entry level Business Services job role.

This qualification also reflects the role of individuals who have not yet entered the workforce, and are developing the
necessary skills in preparation for work.

These individuals carry out a range of basic procedural, clerical, administrative or operational tasks that require self-
management and technology skills. They perform a range of mainly routine tasks using limited practical skills and
fundamental operational knowledge in a defined context. Individuals in these roles generally work under the direct
supervision.

Provider Name Australian College of Technology & Business

RTO Code 32017

CRICOS Code 03164M

Delivery Location 100 Brunswick St, Fortitude Valley QLD 4006, Australia

Delivery Mode Face to face (Classroom based)

Duration 28 weeks, including 22 study weeks and 6 weeks of holidays.

Study Load 20 hours per week in the classroom

Estimated Self-Study Hour 5 hours per week (may be more or less depending on learner’s pre-existing skills and knowledge)

COURSE DETAILS



FEES STRUCTURE

AUD 3,550
TUITION FEES

AUD 0
NON-TUITION FEES

AUD 3,550
TOTAL FEES

NATIONALLY RECOGNISED QUALIFICATIONS

Upon successful completion of the program, you will be awarded the nationally recognised qualification, a BSB20120
Certificate II in Workplace Skills.

ENTRY CONDITIONS

Completion of year 12 or equivalent.
Aged 18 +, IELTS 4.5 or equivalent.

RECOGNITION OF PRIOR LEARNING ("RPL")

Have you worked for a number of years but do not own a nationally accredited qualification?
Would you like to progress your career or re-enter the workforce?
Would you like to change your career?

AT ACTB WE WILL....

✓  Acknowledge and recognise your previous skills, knowledge and work experience
✓  Consider all forms of practical, non-formal or formal learning
✓  Provide credit for units based on your competency
✓  Reduce the time and/or units required to complete a qualification

CAREER OPPORTUNITIES AND POTENTIAL ROLES

Accreditation in this qualification may enable any potential student to obtain employment in a range of roles within private
corporations, government, and small to medium enterprises, including:

Clerical worker
Data entry operator
Information desk clerk

Office junior
Payroll officer
Administrative assistant

Word processing operator
Executive assistant
Research assistant



COURSE STRUCTURE

A total of 10 Units (5 Core and 5 electives) must be completed and deemed competent to achieve the qualification BSB20120
Certificate II in Workplace Skills. Participants who achieve competency in any unit/s will receive a Statement of Attainment
(provided USI is verified) for that unit/s without completing all 10 units in the qualification. Students completing all the
required units of competency will attain full qualification.

CODE TITLE CORE/ ELECTIVE

BSBCMM211 Apply communication skills Core

BSBOPS201 Work effectively in business environments Core

BSBSUS211 Participate in sustainable work practices Core

BSBWHS211 Contribute to the health and safety of self and others Core

BSBPEF202 Plan and Apply Time Management Core

BSBOPS202 Engage with customers Elective 

SIRXCEG002 Assist with Customer difficualties Elective 

BSBPEF201 Support personal wellbeing in the workplace Elective 

BSBTEC202 Use Digital technologies to Communicate in a work enviornment Elective 

BSBOPS203 Deliver a Service to Customers Elective

FURTHER STUDY OPTIONS AT ACTB

Certificate III in Business
Certificate IV in Business
Diploma of Business
Diploma of Project Management
Advanced Diploma of Business
Advanced Diploma of Leadership and Management

YOU WILL LOVE STUDYING AT ACTB...

One-on-one student support
Affordable fees
Flexible study options
Payment plans
Trainers with over 25 years of experience

+61 7 3852 6967
info@actb.com.au

GET IN TOUCH
100 Brunswick Street, Fortitude Valley, Brisbane, QLD 4006
www.actb.com.au
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