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Accredited Course Overview

Course




BSB30407 - Certificate III in Business Administration

Intended job outcomes


· Accounts Receivable Clerk
· Accounts Payable Clerk

· Entry level Book keeper

· Receptionist

· Office Administrator

· Data Entry Operator

· Entry level Personal Assistant

Pathways into this qualification
This is an entry level qualification therefore there are no pre-requisites for entry. However, it is favorable for participant’s to have basic pc skills. 
Pathways from the qualification

After achieving the BSB30107 Certificate III in Business Administration, candidates may undertake the BSB40107 Certificate IV in Business Administration. These two qualifications are ideal for those seeking to develop more specialized technical skills and knowledge for working in a range of business environments.

Unit selection & specifications
Total units: 13
Total Nominal Hours: 525

Core Units: 
BSBITU307A Develop keyboarding speed and accuracy



50
BSBOHS201A Participate in OHS processes





20
Administration Units:
BSBFIA302A Process payroll (Using MYOB)





30
BSBFIA303A Process accounts payable and receivable (Using MYOB)

30
BSBFIA304A Maintain a general ledger (Using MYOB)



60
BSBITU302A Create electronic presentations (Using Microsoft PowerPoint)
20
BSBITU303A Design and produce text documents (Using Microsoft Word)

90
BSBITU304A Produce spreadsheets (Using Microsoft Excel)



35
BSBADM307B Organize schedules






15
Elective Units: 

BSBITU306A Design and produce business documents



80
BSBWRT301A Write simple documents





30
BSBCUS301A Deliver and monitor a service to customers



35
BSBWOR301A Organize personal work priorities and development


30
Program Structure
Delivery structure:
· 18 weeks, full-time participation

· 1 face to face contact day per week - 9:30am - 3:30pm 

· 29 hours per week commitment (6 hrs class time, 23 hrs at home study) 
Delivery timetable:

Class # 1




BSBITU307A - Develop keyboarding speed and accuracy
This unit will develop your keyboarding skills and confidence. You will also be required to take a Typing Test to measure your speed and accuracy against the Australian Standard 2708:2001. 

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 # 2

BSBFIA304A - Maintain a general ledger (Using MYOB) - class #1
This unit will introduce you to basic accounts functions & the ‘heart’ of all accounts - the General Ledger. Throughout this class you will be using MYOB. 

Class # 3 
BSBFIA304A - Maintain a general ledger (Using MYOB) - class #2
Class # 4 
BSBFIA304A - Maintain a general ledger (Using MYOB) - class #3

Class # 5 
BSBFIA303A - Process accounts payable and receivable (Using MYOB) - class #1
This unit with further develop your knowledge and understanding of accounts & MYOB by introducing you to Accounts Payable & Receivable functions.

Class # 6 
BSBFIA303A - Process accounts payable and receivable (Using MYOB) - class #2


Class # 7 
BSBFIA302A - Process payroll (Using MYOB) - class #1

This unit will further develop your understanding of accounts functions and introduce you to basic payroll knowledge & functions.  

Class # 8 
BSBFIA302A - Process payroll (Using MYOB) - class #2


Class # 9 
BSBFIA302A - Process payroll (Using MYOB) - class #3

Class # 10 
BSBWOR301A - Organize personal work priorities and development




This unit will develop the skills and knowledge required to organize your own work schedules, monitor work performance, set & monitor professional goals and targets.
Class # 11 

BSBADM307B - Organize schedules

This unit will develop the skills and knowledge required to manage appointments and diaries for personnel within an organization.
Class # 12 

BSBITU303A - Design and produce text documents (Using Microsoft Word) - class #1
BSBWRT301A - Write simple documents
Both of these units will develop your word processing skills and knowledge plus take you through the basics of Microsoft Word to enable you to create professional, effective business documents.

Class # 13 

BSBITU303A - Design and produce text documents (Using Microsoft Word) - class #2
BSBWRT301A - Write simple documents
Class # 14 

BSBITU304A - Produce spreadsheets (Using Microsoft Excel) - class #1
This unit will develop your spreadsheet skills, taking you through the basic functionality of Microsoft Excel, enabling you to create professional spreadsheets with basic formulas and functions.
Class # 15 

BSBITU304A - Produce spreadsheets (Using Microsoft Excel) - class #2

Class # 16 

BSBITU302A - Create electronic presentations (Using Microsoft PowerPoint)

This unit will take you through the basics of creating a professional, interactive power point presentation using the design features of Microsoft PowerPoint. 
Class # 17 

BSBITU307A - Develop keyboarding speed and accuracy - Review
BSBITU306A - Design and produce business documents - Review
Class # 16 - Tuesday, 8th June, 2010
BSBCUS301A - Deliver and monitor a service to customers



This unit will develop your customer service skills plus develop your conflict resolution skills to ensure you are well equipped to deal with any customer service situation thrown at you. 
Please note: 
The following unit is integrated into all units from Class #2 onwards:

BSBITU306A - Design and produce business documents
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