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Individuals in these roles carry out a range of routine procedural, clerical,
administrative or operational tasks that require technology and business
skills. They apply a broad range of competencies using some discretion,
judgment and relevant theoretical knowledge. They may provide technical
advice and support to a team.
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Core Units 

12 Months and self-
paced

TEAMS - Online
Sessions

Online

Fully funded under
Smart & Skilled

funding available*

train@fwmgroup.com.au
1300 643 484

Industries
This qualification reflects the role of individuals in a variety
of Business Services job roles. It is likely that these
individuals are establishing their own work performance. 

Cost

Contact

Delivery

Duration

Location

For the award of the BSB30120 Certificate III in Business,
candidates must demonstrate competency in 13 units of
competency.

Our standard delivery:
6 core units | 7 elective units 
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BSBXTW301 Work in a Team

BSBTEC201 Use Business Software Applications

BSBTWK301 Use inclusive work practices 

BSBXCM301 Engage in workplace communication 

BSBPEF201 Support personal wellbeing in the workplace 

BSBCRT311 Apply critical thinking skills in a team environment 

Electives Unit

BSBWRT311 Write Simple Documents

BSBOPS302 Identify Business Risk
BSBINS302 Organise Workplace Information

BSBWHS311 Assist with maintaining workplace safety 

BSBOPS304 Deliver and Monitor a Service to Customers

AHCNSY206 Care for nursey plantsBSBOPS305 Process Customer Complaints

BSBSUS211 Participate in sustainable work practices


