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Accredited Course Overview

Course




BSB30407 - Certificate II in Business 

Intended job outcomes


· Administration Assistant

· Clerical Worker

· Data Entry Operator

· Information Desk Clerk

· Office Junior

· Receptionist
Pathways into this qualification
This is an entry level qualification therefore there are no pre-requisites for entry. 

Pathways from the qualification

After achieving the BSB20107 Certificate II in Business, candidates may undertake the BSB30107 Certificate III in Business or the Certificate III in Business Administration. These two qualifications are ideal for those seeking to develop more specialised technical skills and knowledge for working in a range of business environments.

Unit selection & specifications
Total units: 12
Total Nominal Hours: 400
Core Units: 
BSBOHS201A 

Participate in OHS processes




20
Elective Units: 

BSBITU202A

Create and use spreadsheets




30
BSBWOR203A

Work effectively with others




15
BSBITU201A

Produce simple word processed documents


60
BSBWOR202A

Organize and complete daily work activities


20
BSBCMM201A

Communicate in the workplace



40
BSBITU203A

Communicate electronically




20
BSBIND201A

Work effectively in a business environment


30
BSBINM201A

Process and maintain workplace information

30
BSBITU306A

Design & produce business documents 


80
BSBITU307A

Develop keyboard speed and accuracy 


50
SITXCOM004A

Communicate on the telephone



 5
Program Structure
Delivery structure:
· 16 weeks, full-time participation
· 1 face to face contact day per week - 9:30am - 3:30pm 
· 25 hours per week commitment (6 hrs class time, 19 hrs at home study) 
Delivery timetable:

Class # 1




BSBIND201A - Work effectively in a business environment 

This unit describes the performance outcomes, skills and knowledge required to work effectively within a commercial or business environment. It includes identifying the rights and responsibilities of employees and employers and conducting business in accordance with the organisational goals, values and standards.

Class # 2
BSBOHS201A - Participate in OHS processes

This unit will give you a general overview on what safety within an office environment is all about. You will also learn the common types of hazards and easy ways to avoid incidents. 

Class # 3 
BSBITU307A - Develop keyboard speed and accuracy

This unit describes the performance outcomes, skills and knowledge required to develop keyboard skills with speed and accuracy using touch typing techniques.


Class # 4
BSBITU201A - Produce simple word processed documents - class #1 

This unit describes the performance outcomes, skills and knowledge required to correctly operate word processing applications in the production of workplace documents.

Class # 5 
BSBITU201A - Produce simple word processed documents - class #2
This unit describes the performance outcomes, skills and knowledge required to correctly operate word processing applications in the production of workplace documents.

BSBITU306A - Design & produce business documents*
This unit describes the performance outcomes, skills and knowledge required to design and produce various business documents and publications. It includes selecting and using a range of functions on a variety of computer applications.


Class # 6 
BSBWOR202A - Organize and complete daily work activities


This unit describes the performance outcomes, skills and knowledge required to organize and complete work activities, and to obtain feedback on work performance.

Class # 7
BSBWOR203A - Work effectively with others

This unit describes the performance outcomes, skills and knowledge required to work in a group environment promoting team commitment and cooperation, supporting team members and dealing effectively with issues, problems and conflict.
Class # 8
BSBCMM201A
 - Communicate in the workplace - class #1
This unit describes the performance outcomes, skills and knowledge required to communicate in the workplace. It includes gathering, conveying and receiving information together with completing routine written correspondence.

Class # 9
BSBCMM201A
 - Communicate in the workplace - class #2
Class # 10
SITXCOM004A
 - Communicate on the telephone


This unit will develop the skills and knowledge required to answer the phone within a business environment in a professional manner

Class # 11 
BSBITU203A - Communicate electronically

This unit describes the performance outcomes, skills and knowledge required to send, receive and manage electronic mail (email), as well as to collaborate online using chat rooms, intranets and instant messaging.

Class # 12 
BSBITU202A - Create and use spreadsheets - class #1
This unit describes the performance outcomes, skills and knowledge required to correctly create and use spreadsheets and charts through the use of spreadsheet software - Microsoft Excel
Class # 13 
BSBITU202A - Create and use spreadsheets - class #2
This unit describes the performance outcomes, skills and knowledge required to correctly create and use spreadsheets and charts through the use of spreadsheet software - Microsoft Excel

Class # 14 
BSBITU306A - Design & produce business documents - Review
This unit describes the performance outcomes, skills and knowledge required to design and produce various business documents and publications. It includes selecting and using a range of functions on a variety of computer applications.

Class # 15 
BSBITU307A - Develop keyboard speed and accuracy - Review
Class # 16 
BSBINM201A - Process and maintain workplace information

This unit describes the performance outcomes, skills and knowledge required to collect, process, store and maintain workplace information and systems. It also includes the maintenance of filing and records systems.

Please note: 

The following unit is integrated into all units from Class #2 onwards plus also has certain specific class days:

BSBITU306A - Design and produce business documents
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