
C E R T I F I C A T E  I V  I N
B U S I N E S S

B S B 4 0 1 2 0

This qualification reflects the role of individuals who apply a broad range of business
skills in different work settings, often with some level of responsibility.

Students use industry software, including the Microsoft Office suite, to complete more
complex administrative and operational tasks. They develop the ability to organise their
work, solve problems, and communicate effectively in a business environment. The
course also supports the development of initiative and the ability to contribute to team
outcomes.

P R O G R A M  O V E R V I E W

C O U R S E  C O N T E N T

This qualification is suited to individuals who have some existing knowledge or
experience in a business environment and are ready to further develop their skills. It is
appropriate for those seeking to take on more responsibility in administrative or
operational roles, including tasks that require initiative, problem-solving, and effective
communication. 

The course also supports students looking to progress into more specialised roles or
continue their studies in business or related fields.

W H O  S H O U L D  C O M P L E T E  T H I S
Q U A L I F I C A T I O N ?


