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NATIONALLY RECOGNISED
TRAINING

Providing quality training and support to learners




palification Notes

Descriptor

This qualification reflects the roles of individuals who apply a broad range of
administrative competencies in varied work contexts, using some discretion and
judgement. They may provide technical advice and support to a team.

Some job roles may be: Clerk, Data Entry Operator, Junior Personal Assistant,
Receptionist, Office Administration Assistant, Office Administrator, Word
Processing Operator.

Qualification Pathways

Entry requirements
There are no entry requirements for this qualification.

Pathways from the qualification

This course also provides a pathway for those wishing

to continue on with their business studies. After

achieving BSB30120 Certificate Ill in Business, candidates can
continue their business studies into

BSB40320 - Certificate IV in Entrepreneurship and New
Business..

Licensing, Legislative, Regulatory or Certification
Considerations There is no direct link between this qualification
and licensing, legislative and/or regulatory requirements.
However, where required, a unit of competency will specify
relevant licensing, legislative and/or regulatory requirements
that impact on the unit.




BSB30120 - Certificate Il in Business
Pre - Selected Units

Employability Skills
Communication,
Teamwork,

Problem Solving
Initiative and enterprise
Planning and Organising
Self management
Learning and Technology

FEES

Delivery
yNelaglla

Packaging Rules Resources
13 Units in total*

Total*

*The total fees RPL are the same as the total fee listed
above

Re-Issuing a certificate, qualification or a
statement of attainment -
$25.00

Replecement of text or learning material -
at Cost



Fees and Refunds

Birrang is a registered training .
organization under the National

Vocational Education’and Yrainihg
(VET) system, fully compliant with
relevant legislation and thé VET
Quality Framework. As par of oyr
commitment to delivering quality
education, Birrang chtarge# fees*for
various services offered to students
enrolled in our courses. These fees
encompass expenses,assosgiated
with course materials,
administrative support, student™
services, as well as tra.ininq and_
assessment services. We
consistently review our fea .
structure to ensure affordability
and strive to maintain competitive
training costs.

ing and support o learners,



9 Colliers Avenue

PO Box 8153

Orange, NSw 2800

(02) 63619511
admin8@birrang.com.au
www.birrang.com.au

Official
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