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ABOUT THE COURSE
This qualification equips you with core business skills used in modern offices—communication, digital tools, sustainability
awareness, and safe work practices—while developing problem-solving and teamwork capabilities suited to entry-level
administrative roles.

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 26 weeks, including 22 study weeks and 4 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 6,850
TUITION FEES

AUD 0
NON-TUITION FEES

AUD 6,850
TOTAL FEES



COURSE ENTRY REQUIREMENT

There are no formal training package entry requirements. International applicants must meet ACTB’s English, academic, and
age requirements published on the website and complete an LLN assessment at orientation.

ORIENTATION:

New student Orientation will be done face to face only. New students will receive an e-mail and call from the Admissions
department on the Friday, prior to their date of commencement with all necessary further information and instructions. If
you have any questions regarding this process, please contact +61 7 3852 6967 or info@actb.com.au. Please email or call the
student administration should you require any additional support.

CLASSES:

All classes will be conducted face to face at the student's respective campus of enrollment.

ASSESSMENT:

Assessment tasks will vary for each unit of competency. The Trainer or Assessor will explain the assessment requirements
and due dates in class. Late submission fees applies if the assessment is not submitted on or before the due date.

SUPPORT:

All staff at ACTB Pty Ltd will continue to work and will continue to provide the students with the support any individual may
need. The student will be remained connected with each trainer/assessor through regular class participation to assist them
continuing their studies.

mailto:info@actb.com.au


CODE TITLE CORE/ ELECTIVE

BSBPEF201 Support personal wellbeing in the workplace Core

BSBSUS211 Participate in Sustainable Work Practices Core

BSBTWK301 Use Inclusive Work Practices Core

BSBWHS311 Assist with Maintaining Workplace Safety Core

BSBXCM301 Engage in Workplace Communication Core

BSBCRT311 Apply critical thinking skills in a team environment Core

BSBOPS304 Deliver and Monitor a Service to Customers Elective 

BSBOPS305 Process Customer Complaints Elective 

SIRXCEG002 Assist with Customer Difficulties Elective 

BSBPUR301 Purchase Goods and Services Elective 

BSBTEC303 Create Electronic Presentations Elective 

BSBWRT311 Write Simple Documents Elective 

BSBPEF301 Organise Personal Work Priorities Elective 

COURSE STRUCTURE

To achieve BSB30120, you must complete 13 units: 6 core and 7 electives. ACTB’s elective set includes digital technology and
customer service options that align with packaging rules and industry needs.

PATHWAYS

Graduates may progress to BSB40120 Certificate IV in Business or related Certificate IV/Diploma programs (subject to entry
requirements). This qualification does not guarantee employment or migration outcomes.

ASSESSMENT METHODOLOGY

Assessment methods used for this qualification are varied and will provide a range of ways for individuals to demonstrate
that they have met the required outcomes. Assessment methods may include:

At the beginning of each unit, your trainer and assessor will outline the assessment tasks that must be completed.

ROLE PLAYS/
OBSERVATIONS

REPORT
WRITING

WRITTEN 
QUESTIONS

PROJECTS PRESENTATIONS 

+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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