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This qualification is ideal for individuals starting out in Business Services or preparing to
enter the workforce. It provides the skills and knowledge needed to succeed in entry-level
roles, including clerical, administrative, and operational tasks. Learners will develop
confidence in self-management, technology use, and routine workplace practices while
gaining a solid understanding of business environments. Training is delivered with the
guidance of experienced trainers, helping participants build a strong foundation for future
study or career opportunities.
ENTRY REQUIREMENTS
There are no formal entry requirements for this
course. Funding eligibility applies where
funding is being utilised.

Students enrolling must have their own
computer with a webcam and microphone,
word processing software such as MS word,
PDF Reader and internet access.

You must have proficient English language,
literacy and numeracy skills to engage
effectively in learning and assessment. 

Skill360 Australia ensure inclusive participation
by providing opportunities for individual needs
to be recognised and supported. Individuals
with disabilities are encouraged to apply.

QUALIFICATION OVERVIEW
To achieve this qualification, competency must
be demonstrated in:

10 units of competency:
5 core units
5 electives

DURATION
Expected duration is 12mths. The duration of
this course will vary based on individual learner
needs. People move through training programs
at differing rates, based on their personal
learning style and approach to education.

DELIVERY MODES
This qualification is available as an online
program with virtual tutorials available, and
can also be accessed via a traineeship.

FEES
Course fee information is available upon
request.

To find out if you are eligible for State or
Commonwealth Government funding, please
refer to our Funding information available 
on our website.
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Core Units

BSBCMM211 Apply communication skills

BSBOPS201 Work effectively in business environments

BSBPEF202 Plan and apply time management

BSBSUS211 Participate in sustainable work practices

BSBWHS211 Contribute to the health and safety of self and others

Elective Units (unit selection completed at enrolment)

GROUP A Self management

BSBPEF201 Support personal wellbeing in the workplace

GROUP B Technology

BSBDAT201 Collect and record data

BSBTEC202 Use digital technologies to communicate in a work environment

BSBTEC201 Use business software applications

GROUP C Working with others

BSBPEF101 Plan and prepare for work readiness

BSBTWK201 Work effectively with others

Other

BSBOPS101 Use business resources
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	Core Units

	BSBCMM211
	Apply communication skills

	BSBOPS201
	Work effectively in business environments

	BSBPEF202
	Plan and apply time management

	BSBSUS211
	Participate in sustainable work practices

	BSBWHS211
	Contribute to the health and safety of self and others
	Elective Units (unit selection completed at enrolment)

	GROUP A
	Self management
	BSBPEF201
	Support personal wellbeing in the workplace


	GROUP B
	Technology
	BSBDAT201
	Collect and record data

	BSBTEC202
	Use digital technologies to communicate in a work environment

	BSBTEC201
	Use business software applications


	GROUP C
	Working with others
	BSBPEF101
	Plan and prepare for work readiness

	BSBTWK201
	Work effectively with others
	Other

	BSBOPS101
	Use business resources




