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ABOUT THIS COURSE

BSB30120 Certificate Il in Business

ABOUT VETFSS

VET for Secondary Students allows you to gain Nationally
Recognised Qualifications while still at school. Develop
practical skills, explore real workplaces, and prepare for
future employment.

WHY STUDY VETFSS?

o Build employability and life skills

e Grow confidence and communication

e Explore industry career pathways

e Earn NTCET credits

e Understand real workplace expectations
e Supports transition from school to work

COURSE ENTRY REQUIREMENTS

To enter this qualification, students must be enrolled in
Year 10 or above at an NT government registered or non-
government school. All students will undergo a suitability
evaluation prior to being accepted into this course.
Students deemed suitable to enrol will need to complete a
VET enrolment form and provide a valid USI (Unique
Student Identifier).

Students require well-developed language, literacy,
numeracy and digital skills to read and interpret workplace
information, communicate effectively in spoken exchanges,
and produce a range of workplace documents,
spreadsheets and electronic presentations using business
software. They must also have the capacity to participate
in typical office and service environments, organise
personal work priorities, engage with team members and
customers, process customer enquiries or complaints, and
follow workplace health, safety and sustainable work
practices while contributing effectively within a team.
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This course introduces students to the electrotechnology
industry through structured learning and hands-on practical
activities in a supervised environment. It provides
foundational skills and knowledge for students who are
considering a career in electrical, energy, or related
technical industries.

Students will learn to work safely in the industry, follow
workplace procedures, identify and use components and
materials, assemble and dismantle equipment, and solve
basic electrical problems. They will also gain experience in
sustainable energy practices, using routine tools and
equipment, and providing basic instruction in
electrotechnology tasks.

QUALIFICATION CONTENT

This qualification consists of thirteen (13) units of
competency from the Business Services Training Package.

CORE UNITS
BSBCRT311 Apply critical thinking skills in a team

environment

BSBPEF201 Support personal wellbeing in the
workplace
BSBSUS211 Participate in sustainable work practices

BSBTWK301 Use inclusive work practices
BSBWHS311 Assist with maintaining workplace safety
BSBXCM301 Engage in workplace communication

ELECTIVE UNITS

BSBPEF301 Organise personal work priorities
BSBOPS304 Deliver and monitor a service to customers
BSBOPS305 Process customer complaints

BSBTEC301 Design and produce business documents
BSBTEC302 Design and produce spreadsheets
BSBTEC303 Create electronic presentations

BSBWRT311 Write simple documents

EDUCATION AND CAREER PATHWAYS
Upon completion of this course, vocational and further
study pathways and traineeships may include:
e Certificate IV in Business
e Certificate IV in Leadership and Management
This qualification prepares students for entry-level roles
such as:
Administrative assistant
Office assistant
Receptionist
Customer service assistant
Data entry clerk
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DELIVERY MODEL

This course is offered at Taminmin College.

This course runs over 2 semesters (full year) and will have
two delivery options. The first will be on the mainstream
timetable and the other will be one day a week on Tuesday
during normal school hours.

Delivery includes face to face learning in the classroom and

in a simulated workplace where students will learn a range of
tasks that will prepare them for the world of work and future

career endeavours.

The tasks will include problem solving skills, working as a
team, dealing with customers, scheduling and prioritising and
learning self-care/personal wellbeing strategies. They will
also produce a portfolio of documents using multiple
programs including Microsoft Word, PowerPoint, Excel and
Publisher.

Assessments include written knowledge assessments,
practical tasks and practical observations conducted in an
environment that accurately reflects a real workplace
setting.

Please Note: External students attending VET courses at
Taminmin College must arrange their own transport, as
private bus services are not provided

ENROLMENT

Students under the age of 18 must have parental /guardian
consent to enrol in this course. This course requires the
parent/guardian and students to read and understand the
Student Handbook located on our website prior to
enrolment.

COURSE COSTS

A fee of $50 applies upon confirmation of enrolment, which
covers the cost of an embroidered VET shirt. The delivery of
this course and other associated course costs are fully
funded by the Department of Education and Training.

DRESS REQUIREMENTS

Students must dress ready for work during all VET sessions.
The dress requirements are:

e Polo shirt (supplied - see course costs)
e Long Black Pants/Skirt

e Closed in shoes
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CREDIT TRANSFER

Students can apply for credit transfer where they have
previously completed a unit of this course through VET
and can provide formal evidence. Formal evidence can be
a qualification certificate or transcript, statement of
attainment or a USI transcript.

Credit transfers will be automatically applied where a
student has previously completed a unit of this course
with Taminmin College.

RECOGNITION OF PRIOR LEARNING (RPL)

Recognition of prior learning (RPL) is an assessment of
existing skills and knowledge acquired through previous
training, work or life experience which are relevant to the
course. RPL requires the student to supply evidence to
prove their skills and knowledge, and this is assessed
against the requirements of the course. RPL is offered to
students at any stage prior to enrolment but not longer
than 1 month after the commencement of training and
assessment.

COMPLAINTS AND APPEALS

Information on our Complaints and Appeals Policy and

Procedure can be found on our website: Taminmin
College VET Student Handbook.

STUDENT SUPPORT SERVICES

If you require additional help to participate fully in training
or assessment, a Support or Reasonable Adjustment Plan
may be developed with you (and your parent/guardian if
under 18). Support is reviewed for effectiveness
throughout the year and adjusted where needed. Please
refer to our VET Student handbook for information on
Student Support Services available to you
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