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BSB30120 Certificate III in Business provides the practical skills and knowledge needed for a
range of office or business environment roles within multiple industry sectors. If you aspire to
start, re-enter or advance your career in the business world, this is the ideal qualification.
This qualification is available to specialise in Customer Engagement, Business Administration or
Generic.

ENTRY REQUIREMENTS
The target students for this course are new
entrant or existing part-time and full-time
employees who are employed in an
administration, reception, clerical, or other
business services job role.

This course is delivered on-the-job as a
traineeship/non-traineeship and can also be  
delivered as a school based traineeship.

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.

DELIVERY MODES
This qualification is available as an online
program with face to face or virtual tutorials
available depending on location.

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

13 units of competency:
6 core units
7 electives

DURATION
This qualification is competency based training
meaning that the duration of study depends on
individual progress. The nominal duration for a
full-time traineeship or student is 12-24
months.

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 student handbook available 
on our website.
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Core Units

BSBCRT311
Apply critical thinking skills in a team
environment

BSBTWK301 Use inclusive work practices

BSBPEF201 Support personal wellbeing in the workplace BSBWHS311 Assist with maintaining workplace safety

BSBSUS211 Participate in sustainable work practices BSBXCM301 Engage in workplace communication

Elective Units (unit selection completed at enrolment)

Group A - Technology (2 must be selected)

BSBTEC301 Design and produce business documents BSBTEC303 Create electronic presentations

BSBTEC302 Design and produce spreadsheets BSBWRT311 Write simple documents

BSBTEC202 Use digital technologies to communicate in a work environment

Group B - Business Component (1 must be selected)

BSBPEF301 Organise personal work priorities

Group D - Customer and Client Engagement (4 must be selected to be awarded Customer and Client Engagement Specialisation)

BSBOPS304 Deliver and monitor a service to customers SIRXMKT001 Support marketing and promotional activities

SIRXCEG002 Assist with customer difficulties SIRCPDK001 Advise on products and services

Group E - Business Administration (4 must be selected to be awarded the Business Administration Specialisation)

BSBINS202 Handle receipt and dispatch of information BSBPUR301 Purchase goods and services

BSBOPS301 Maintain business resources BSBOPS303 Organise schedules

Group G - Records and Information Management (remaining electives can be selected from here for generic / no specialisation)

BSBINS302 Organise workplace information BSBINS309 Maintain business records

Other / Imported 

BSBOPS201 Work effectively in business environments
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