
BSB30120 

CERTIFICATE Ill IN 

BUSINESS 

PROGRAM OVERVIEW 

This qualification is designed to reflect the job role of entry level employees working in 

the business sector performing duties relating to administration, accounts, customer 

service and other operational roles requiring technology and business skills. 

The learner will gain practical "work ready skills" using industry current 

software (including MS Office Suite, XERO, Canva and Wix). Students will also learn 

valuable life skills such as completing a tax return through the ATO Online Simulator. 

COURSE CONTENT 

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 

BSBTEC201 Use business software applications 

BSBXCS305 Identify and assess cyber security insider threats and risks 

BSBESB302 Develop and present business proposals 

BSBOPS405 Organise business meetings 

BSBFIN301 Process financial transactions 

FNSFLT213 Develop knowledge of debt and consumer credit 

FNSFLT216 Develop knowledge of taxation 

WHO SHOULD COMPLETE THIS 

QUALIFICATION? 

Upon completion of your Certificate Ill in Business you will find opportunities in a 

variety of jobs within the business sector including positions such as accounts clerk, 

bookkeeper, office administrator or office manager of a small business. This 

qualification provides a direct pathway and transitions into the Certificate IV in 

Business or the Cert IV in Financial Services. 
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