CERTIFICATE Il IN WORKPLACE fto

SKILLS (BSB20120)

OVERVIEW:

The qualification focuses on developing a combination of white-collar skills such
as communication, organisation and planning, problem solving and technology
that will allow successful candidates to work effectively in an office environment.
Individuals undertaking the course have likely recently joined or are planning to
join the workforce. They will perform mostly routine and defined tasks of a
procedural, clerical, administrative or operational nature with direct supervision,
but will require some technology and self-management skills.
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This nationally recognised qualification is delivered by Flexible Training Solutions RTOID 6333. It provides skills and knowledge to the industry

standard. We actively tailor training for people from diverse backgrounds, including those with disabilities, and encourage all to apply.




e To successfully attain the BSB20120 Certificate Il in Workplace Skills students are
required to complete a total of ten (10) units of competency, comprising of:
o 5 core units
1 Group A Elective
1 Group B Elective
3 Electives* from groups ABC
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Core Unit BSBCMM211 Apply communication skills
Core Unit BSBOPS201 Work effectively in business environments
Core Unit BSBPEF202 Plan and apply time management
Core Unit BSBSUS211 Participate in sustainable work practices
Core Unit BSBWHS211 Contribute to the health and safety of self
and others
Devel ly thinki I
Group A: Self Management BSBCRT201 evelop and app y.t n _lng and problem
solving skills
Group A: Self Management BSBPEF201 Support personal wellbeing in the workplace
Group A: Self Management BSBPEF302 Develop self-awareness
Group B: Technology BSBDAT201 Collect and record data
Group B: Technology BSBOPS306 Record stakeholder interactions
Group B: Technology BSBTEC201 Use business software applications
Group B: Technology BSBTEC202 [Use digital technologigs to communicate in a|
work environment
Group B: Technology BSBTEC203 Research using the internet
Group C: Working with Others BSBOPS202 Engage with customers
Group C: Working with Others BSBOPS203 Deliver a service to customers
Group C: Working with Others BSBPEF101 Plan and prepare for work readiness
Group C: Working with Others BSBTWK201 Work effectively with others
Group C: Working with Others SIRXCEG002 Assist with customer difficulties
Group C: Working with Others SIRXPDKOO1 Advise on products and services
T G ™
—
T . §
— B
~
= :
- £
S RECOG Quality

SF 83/1 20/02/2025

(. 0459150 848 DX sales@ftspl.com.au @ flexibletrainingsolutions.com.au



http://flexibletrainingsolutions.com.au/
MSF 83/1   20/02/2025




