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The BSB40120 Certificate IV in Business reflects the role of individuals in a variety of Business Services job roles.
These individuals may have supervisory performance accountabilities. Individuals in these roles carry out a mix of
specialist and moderately complex administrative or operational tasks that require self-development skills.

They use well-developed skills and a broad knowledge base to apply solutions to a defined range of unpredictable
problems and analyse information from a variety of sources. They may provide leadership and guidance to others with
some limited responsibility for the output of others.

COURSE DURATION Entry Requirements

52 weeks total duration
44 study weeks and 8 weeks of holidays

Academic

e Australian Year 12 or equivalent

S TTE English Language (International Students)

Mode: Face to face (Classroom based) * IELTS Academic 6.0 overall; or

Load: 20 hours per week
Self-study and assessment preparation:

¢ General English Upper Intermediate or equivalent.
¢ Alternative methods of demonstrating English equivalence are outlined

approximately 5 hours per week
Location: 100 Brunswick St, Fortitude Valley
QLD

DEVICE AND TECHNOLOGY

All students must have access to a personal
device (laptop, desktop or phone) with a
working camera. Reliable internet access and
word processing capability are required. All
work is submitted through the ACTB Learning
Management System (LMS).

FEES

Tuition fee
See the ACTB Price List for latest pricing and
scholarship information.

FURTHER STUDY PATHWAYS

BSB50120 Diploma of Business

Related Diplomas (subject to entry
requirements)

in the ACTB Enrolment Policy.

Age and Compliance
¢ Minimum age 18 at course commencement
¢ LLND assessment required at enrolment

Relevant Job Roles

Administration Officer Customer Service Officer
Office Coordinator
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COURSE GUIDE

Course Structure

A total of 12 units (6 Core and 6 Electives) must be completed and deemed competent to achieve BSB40120. Partial
completion results in a Statement of Attainment for completed units (USI must be verified).

CODE UNIT TITLE TYPE
BSBCRT411 Apply critical thinking to work practices CORE
BSBTEC404 Use digital technologies to collaborate in a work environment CORE
BSBTWKA401 Build and maintain business relationships CORE
BSBWHS411 Implement and monitor WHS policies, procedures and programs CORE
BSBWRT411 Write complex documents CORE
BSBXCM401 Apply communication strategies in the workplace CORE
BSBPMG430 Undertake project work ELECTIVE
BSBPEF501 Manage personal and professional development ELECTIVE
BSBPEF403 Lead personal development ELECTIVE
BSBPEF502 Develop and use emotional intelligence ELECTIVE

BSBSUS411 Implement and monitor environmentally sustainable work practices ELECTIVE

BSBCMM411 Make presentations ELECTIVE

ASSESSMENT METHODS

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:

e Written knowledge questions
e Projects
Presentations

» Report writing

Role plays and practical observations

* Case studies and scenario-based tasks A CT B
| |

All tasks must be Satisfactory for competency to be awarded. Australian College of Technology & Business
RTO: 32017 | CRICOS: 03164M

LLND

Students will undertake an LLND assessment at enrolment to determine
the support required for them to successfully complete the course.
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