BSB20120
Certificate ll in
Workplace Skills

Course information:

This qualification reflects the role of individuals in a variety of entry-level
Business Services job roles. This qualification also reflects the role of
individuals who have not yet entered the workforce and are developing the
necessary skills in preparation for work in the Business Industry sector.

These individuals carry out a range of basic procedural, clerical,

administrative or operational tasks that require self-management and ENTRY
technology skills. They perform a range of routine tasks using limited REQUIREMENTS
practical skills and fundamental business operational knowledge in defined Recommended C grade in
contexts. Mathematics and English
. . Year 10 or higher).
Potential employment opportunities (vear10 or higher)
and career pathways LEARNING AREA
« Client service officer Technologies
o Administration assistant
« Corporate receptionist WORKPLACEMENT

« Junior project planner for financial services industry
« Junior financial accountant assistant

. JunI.OI' commu.nlcatlops assistant COURSE DURATION
» Business services trainee 1 year

Not compulsory

Potential career pathways

FEES AND CHARGES
Office Assistant Customer Service Assistant Retail Assistant Current fees are displayed in
Administration Officer Customer Service Officer Retail Supervisor the Contributions and Charges
booklet on the ASHS website
Office Manager Team Leader Store Manager (Parent Handbook)
Units:

BSBCMM211 Apply communication skills

BSBOPS201 Work effectively in business environments
BSBOPS203 Deliver a service to customers

BSBPEF201 Support personal wellbeing in the workplace
BSBPEF202 Plan and apply time management
BSBSUSZ211 Participate in sustainable work practices Thodgh
BSBWHS211 Contribute to the health & safety of self & others oo 1
BSBTEC201 Use business software applications /S B s
BSBTEC202 Use digital technologies to communicateina /S CA U Y
work environment

BSBTEC203 Research using the internet
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