BUSINESS AND MANAGEMENT

BSB20107 Certificate Il in Business
(D130)

Business Career Pathways

QUALIFICATION POTENTIAL CAREEROUTCOMES
« Customer Service Assistant
BSB20107 - Data Entry Operator
CERTIFICATE Il INBUSINESS [ = °°°"° « Office Assistant
(D130) « Receptionist
« Administrative Support

It

Qualification Summary

Thisqualificationwill provideyouwiththepracticalskillsandknowledgetoprepareforworkandperformarange
ofadministrativetasksinadefined context,includingwordprocessing,spreadsheets,mailprocedures,preparing
and processing accounts and the operation of a range of general office equipment.
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Minimum Entrance Requirements

Competency benchmarks are represented by the following:
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CommunicationSkills (Reading, Writing, SpeakingandListeninginEnglish
Mathematic Skills v

PLEASE NOTE: This course is also offered as a traineeship.
A consultation with a lecturer may be required prior to enrolment.

Duration
1 Semester (325hrs)

Fees and Charges

Feesareleviedfortuition,resources(coursematerials)andadministration (discretionaryfee). Thetuitioncostappliestoall
vocationalawardcourses,includingtraineeshipsandapprenticeships,andvaryfromcoursetocoursedependingontheallocated
nominal curriculumhours.Theresourcefeecoversthecostofthematerials/consumablesusedineach unitpersemester.
Thisdoesnotincludetextbooksandstudentsmayneedtopurchaseadditionalmaterials. Theresourcefeecanvaryfromcourse
tocourse.ThediscretionaryfeeischargedbyCurtin VTECtocoveradministrationandinternetservices.Feesand chargesforthis
course can be obtained from Client Services.

Recognition of Prior Learning

Thisisaprocesswherebyyoucanhaveyourexistingskillsformallyacknowledged, irrespectiveofhoworwheretheywereacquired.
RPLacknowledgesthatmanypeopleacquireskillsnotonlythroughformaleducationandtrainingbutalsothroughwork, life
experienceorinformaltraining. Theseexperiencesmayincludepaidorunpaidwork,ahomebusiness,hobbies,communitywork,
etc.AsuccessfulRPLapplicationmeansthatyouwillnothavetoattendformalclassesand mayallowyoutoprogressthroughyour
course in a reduced time.

National Recognition

CurtinVTECwillrecogniseallqualificationsandstatementsofattainmentissued byotherRegistered Training Organisations.

4 INFORMATION AND ENROLMENTS: )
PLEASE CONTACT YOUR LOCAL VOCATIONAL TRAINING and EDUCATION CENTRE CAMPUS AT:
KALGOORLIE CAMPUS ESPERANCE CAMPUS
Phone: 08 9088 6700 Fax: 08 9088 6885 Phone: 08 9071 9570 Fax: 08 9071 9571
Email: clientserv@kalg.curtin.edu.au Email: espclientserv@curtin.edu.au
L Address: 34 Cheetham Street, Kalgoorlie WA 6430 Address: Pink Lake Road, Esperance WA 6450 )




