Certificate Il in

Business

Mode

Available online, face to
face and workplace-based
training and assessment.

Location

Trainers available throughout
Western Australia to train and
assess your course.

Is this course for me?

This qualification will provide you with the practical skills and

knowledge to work effectively in a variety of business services job

roles. These roles carry out a range of routine procedural,
clerical, administrative or operational tasks that require

technology and business skills.

Through theory and practical course work you will learn to:
o Work effectively in a team
o Effectively use digital technology
e Organise personal work priorities
e Communicate effectively

o Develop and present business proposals

This course is suited to those currently working in business
services, those wanting to pursue an entry level role in business
services and those wanting to further develop their business

service capability.

When

Contact our team on
1300 767 454 to commence
your training enrolment.

Duration

Course duration is 12-24
months; Trainer contact
scheduled every 4-6 weeks.

Career Opportunities

This course has a variety of career opportunities and is
applicable to a diverse range of roles in the business
services industry:
e Administration Assistant

Receptionist

Office Assistant

Clerical Worker

Data Entry Operator

Entry Requirements

There are no set pre-requisites for entry into this
qualification however you must:

e Show satisfactory level of language and literacy skills,
which will be established at the time of enrolment
Have a genuine interest in the business services
industry




Core Competencies

There are 13 units required to be completed in this qualification,
6 core units and 7 elective units. The course structure is made up

of the following:

Core Units

BSBCRT311 Apply critical thinking skills in a team environment
BSBPEF201 Support personal wellbeing in the workplace
BSBSUS211 Participate in sustainable work practices

BSBTWK301 Use inclusive work practices
BSBWHS311 Assist with maintaining workplace safety
BSBXCM301 Engage in workplace communication

Elective Units
BSBDAT201 Collect and record data
BSBTEC404 Use digital technologies to collaborate in a work

environment

BSBPEF301 Organise personal work priorities

BSBTEC202 Use digital technologies to communicate in a work
environment

BSBWRT311 Write simple documents
BSBLDR301 Support effective workplace relationships
BSBXTW301 Work in ateam
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If you are ready to enrol,
please contact our office or
visit our website to get started.

Phone: 1300 767 454
Email: info@cartectraining.com.au

Website: www.cartectraining.com.au

e / & - JOBS
|y TR > SKILLS

RTO Provider No. 52502 ABN No. 80 153 733 254

§
i
%



http://www.dtwd.wa.gov.au/

