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Business Services (240 indicative hours)
	Board Developed Course
	A total of 4 units of credit – Preliminary and/or HSC

	Minimum mandatory work placement – 70 hours
	Category B status for the Australian Tertiary Admission Rank (ATAR)

	Exclusions with other Board Developed Courses – nil

	Course Description
This course provides students with the opportunity to obtain national vocational qualifications for employment in the business services industry. Students will be able to gain skills in office administration, business communication, safe and environmentally sustainable work practices and the use of technology in an office environment. Skills gained in this industry transfer to other industries.  Occupations in the business services industry include sales clerk/officer, secretary/personal assistant, receptionist, payroll clerk/officer and office manager/owner of a small business.

	AQF VET Qualification(s)
Depending on the selection and achievement of units of competency the possible qualification outcomes are:

	· Certificate II in Business (BSB20107)
[amend as appropriate]

	· Statement of Attainment towards Certificate III in xxx (BSB3xxxx) 
[amend as appropriate]

	Summaries of the employability skills developed through these qualifications can be downloaded from: http://employabilityskills.training.com.au

	Units of Competency

	Compulsory
	
	Elective
	–   minimum 95 HSC indicative hours

	Unit code
	Unit title
	Unit code
	Unit title

	BSBCMM201A
	Communicate in the workplace
	[insert]
	[insert]

	BSBCUS201A
	Deliver a service to customers
	
	

	BSBIND201A
	Work effectively in a business environment
	
	

	BSBINM201A
	Process and maintain workplace information
	
	

	BSBOHS201A
	Participate in OHS processes
	
	

	BSBSUS201A
	Participate in environmentally sustainable work practices
	
	

	BSBWOR202A
	Organise and complete daily work activities
	
	

	BSBWOR203A
	Work effectively with others
	
	

	BSBWOR204A
	Use business technology
	
	

	Recognition of Prior Learning
Students may apply for Recognition of Prior Learning by submitting current evidence of their competency against relevant units of competency. If a student is assessed as competent in a unit of competency there is no need for further training for that unit.

	Students with Special Education Needs
Students with special education needs may access this course under regular course arrangements or access units of competency selected through the collaborative curriculum planning process.

	Assessment and Course Completion

	Competency-based Assessment
Students in this course work to develop the competencies, skills and knowledge described by each unit of competency.  To be assessed as competent a student must demonstrate that they can effectively carry out tasks to industry standard.  Students will be progressively assessed as ‘competent’ or ‘not yet competent’ in individual units of competency.

	HSC examination
Students completing this course are eligible to sit a written HSC examination which may be used in the calculation of an ATAR. The examination is independent of the competency-based assessment undertaken during the course and has no impact on the eligibility of a student to receive an AQF VET Statement of Attainment.

	N Determinations 
Where a student has not met Board of Studies course completion criteria, including meeting work placement requirements, they will receive an ‘N’ determination (course not satisfactorily completed). The course will then not count towards the HSC although units of competency achieved will still count towards an AQF VET qualification.

	Appeals
Students may lodge appeals against assessment decisions or ‘N’ determinations through their school or college.

	School-based Traineeship
A school-based traineeship is available. For more information: www.sbatinnsw.info

	More Information
For more information on this course: www.boardofstudies.nsw.edu.au/syllabus_hsc/business-services.html  
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