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[bookmark: _Toc75166268][bookmark: _Hlk75169106][bookmark: _Toc99715313]Skills Recognition Application
As an adult, you come to us with a wide range of skills, experience and knowledge. We would like to recognise this by providing you with an opportunity to have these skills recognised. Two main ways we do this are through credit transfer (CT) and recognition of prior learning (RPL).
What is a credit transfer?
If you provide suitable evidence that you have successfully completed a unit or module at any RTO, we will provide credit for the unit or module. Credit will be granted when you have completed and been assessed as competent for any unit at any RTO or at any other authorised issuing organisation.
	I have existing qualifications that I have gained in the past, and I would like these assessed for credit transfer
	[bookmark: Check1]|_|

	Please submit certified copies of your qualifications with this application (For more information about certified copies go to https://www.justice.vic.gov.au/certifiedcopies)


What is recognition of prior learning?
Recognition of prior learning (RPL) is an assessment pathway that determines your competence and allows credit to be given for your skills and knowledge that you have gained on the job or through other formal, non-formal or informal learning.
To assess your potential to apply for RPL we have developed the following toolkit. 
Before proceeding, please place your name in the highlighted section of the footer of this document.
To prepare yourself for the RPL pathway we have developed this RPL self-evaluation which will assist you. The more ticks you get across each area the more likely you are to be able to RPL one or more of your units.


[bookmark: _Toc99715314]Foundation skills
	[bookmark: _Hlk17994764]
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points

	[bookmark: _Hlk18481465]Foundation skills

	[bookmark: _Hlk19777304]I can draft and develop documents using appropriate format and language for context
	[bookmark: Text1]     
	     

	I can interpret and analyse written information from a range of sources
	     
	     

	I can read, interpret, communicate and abide by organisational policies and procedures
	     
	     

	I can actively reinforce own knowledge and skills by training, coaching or mentoring others
	     
	     

	I can interpret and comprehend mathematical information in my workplace.
	     
	     

	I have oral communication skills to speak with internal and external stakeholders
	     
	     

	I use active listening and questioning to seek information and confirm understanding
	     
	     

	I can interact and communicate with internal and external stakeholders to confirm requirements, seek guidance and share information
	     
	     

	I can build trust and positive working relationships and to show respect for the opinions and values of others
	     
	     

	I have the ability to engage, collaborate and motivate others 
	     
	     

	I can use digital applications to access, organise, integrate and share relevant information in effective ways
	     
	     

	I can plan, organise and implement complex tasks required to achieve required outcomes
	     
	     

	I can anticipate potential problems and implements contingency plans as soon as warning signs are recognised
	     
	     

	I can use analytical processes to evaluate options, and aid in problem-solving and decision-making
	     
	     

	I can use formal and informal processes to monitor the implementation of decisions and reflect on outcomes
	     
	     

	I understand the legal and ethical responsibilities of my role
	     
	     


The above foundation skills matrix is to be provided to all students every time.
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[bookmark: _Toc75974141][bookmark: _Toc99715315]BSBPMG430 Undertake project work
This unit describes the skills and knowledge required to undertake a minor project or a section of a larger project. It covers developing a project plan, administering and monitoring the project, finalising the project and reviewing the project to identify lessons learned for application to future projects.
The unit applies to individuals who play a significant role in ensuring a project meets timelines, quality standards, budgetary limits and other requirements set for the project.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have established the parameters of the project including project scope,
project stakeholders, including own responsibilities, the
relationship of the project to organisational objectives and other projects, quality, reporting and resource requirements.
	     
	     
	     
	     
	     

	I have used project management tools to develop and implement a project plan including deliverables, work breakdown, budget and allocation of resources, timelines, risk management,
recordkeeping and reporting.
	     
	     
	     
	     
	     

	I have implemented and monitored plans for managing project finances, resources and quality.
	     
	     
	     
	     
	     

	I have achieved project deliverables.
	     
	     
	     
	     
	     

	I have consulted and communicated with relevant stakeholders to generate input and engagement in planning, implementing and reviewing the project.
	     
	     
	     
	     
	     

	I have provided support to team members to enable them to achieve deliverables and to transition them as appropriate at completion of the project.
	     
	     
	     
	     
	     

	I have finalised the project including documentation, sign-offs and reporting.
	     
	     
	     
	     
	     

	I have reviewed and documented the project outcomes and made recommendations for improvements to future projects.
	     
	     
	     
	     
	     





[bookmark: _Toc80775162][bookmark: _Toc99715316]BSBMKG541 Identify and evaluate marketing opportunities
This unit describes the skills and knowledge required to identify, evaluate and take advantage of marketing opportunities by analysing market data, distinguishing characteristics of possible markets and assessing viability of changes to operations.
The unit applies to individuals working in a supervisory or management marketing or advertising role within a marketing or advertising team or media organisation.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have identified, evaluated and documented at least three marketing opportunities and communicated the potential of opportunities to relevant stakeholders.
	     
	     
	     
	     
	     

	I have analysed information on market and business needs to identify potential new markets and applied innovative approaches to the development of potential marketing opportunities.
	     
	     
	     
	     
	     

	I have evaluated marketing opportunities for organisational fit and analysed the viability of each opportunity. 
	     
	     
	     
	     
	     

	I have determined return on investment and potential competitors and selected marketing opportunities according to outcomes of viability analysis, return on investment and competition.
	     
	     
	     
	     
	     

	I have identified resource requirements for marketing opportunities.
	     
	     
	     
	     
	     

	I have sought feedback from stakeholders to evaluate required changes to current operations to take advantage of viable marketing opportunities.
	     
	     
	     
	     
	     



[bookmark: _Toc80775163]


[bookmark: _Toc99715317]BSBMKG542 Establish and monitor the marketing mix
This unit describes the skills and knowledge required to identify and establish an effective marketing mix for a business. It includes preparing, implementing and monitoring the market mix.
The unit applies to individuals who have management roles in marketing and are responsible for developing marketing and promotional mix within an organisation. These individuals may monitor the marketing mix to adjust according to new marketing opportunities identified.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have established and monitored the marketing mix for an organisation or work area including reporting on activities and customer service levels, distribute, pricing and promotion.
	     
	     
	     
	     
	     

	I have analysed the effects of pricing policy, promotional methods and channels of distribution on marketing outcomes.
	     
	     
	     
	     
	     

	I have identified potential customer base and key pressure points.
	     
	     
	     
	     
	     

	I have documented and tested the effects of components of the marketing mix on each other and their relative importance to the customer base.
	     
	     
	     
	     
	     

	I have identified and sourced the resources required to implement the marketing mix.
	     
	     
	     
	     
	     

	I have briefed stakeholders on their roles and responsibilities in relation to the implementation of the marketing mix and established communication and team building strategies.
	     
	     
	     
	     
	     

	I have established monitoring processes and assessed marketing performance against targets, recording and reporting on variances to marketing revenue and costs.
	     
	     
	     
	     
	     

	I have prepared and presented marketing reports indicating ongoing progress towards marketing objectives to a variety of stakeholders.
	     
	     
	     
	     
	     





[bookmark: _Toc99701470][bookmark: _Toc99715318]NAT10904001 Plan, implement and manage content marketing 
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have researched and reported on content marketing requirements, trends and opportunities.
	     
	     
	     
	     
	     

	I have conducted an audit of the organisations current content marketing activities. 
	     
	     
	     
	     
	     

	I have developed a content marketing strategy including an implementation plan, content calendar, budget and brief.
	     
	     
	     
	     
	     

	I have created a video content asset and an image content asset.
	     
	     
	     
	     
	     

	I have identified and engaged with contractors or agencies to implement content briefs which I have developed in line with the overall content marketing strategy.
	     
	     
	     
	     
	     

	I have gathered feedback on the created assets and ensured improvements were implemented.
	     
	     
	     
	     
	     



[bookmark: _Toc99701471]

[bookmark: _Toc99715319]NAT10904002 Plan, conduct and optimise organic social media marketing
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have developed and applied an organic social media marketing strategy.
	     
	     
	     
	     
	     

	I have researched and analysed factors which influence content ranking on social media platforms and how they impact organic marketing activities.
	     
	     
	     
	     
	     

	I have implemented organic social media marketing tactics to maximise engagement and follower growth.
	     
	     
	     
	     
	     

	I have created a social media profile for an organisaton.
	     
	     
	     
	     
	     

	I have produced and posted at least two content media assets across at least two different social media channels.
	     
	     
	     
	     
	     

	I have scheduled a social media post.
	     
	     
	     
	     
	     

	I have analysed audience demographics on social media platforms for an organisation.
	     
	     
	     
	     
	     

	I have reciprocated interactions with users to foster online relationships.
	     
	     
	     
	     
	     

	I have used a chatbot and marketing automation to respond to social media users.
	     
	     
	     
	     
	     

	I have identified opportunities to drive organic traffic to an organisation's web assets.
	     
	     
	     
	     
	     



[bookmark: _Toc99701472]

[bookmark: _Toc99715320]NAT10904003 Plan, manage and optimise paid social media advertising 
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have developed and implemented a paid social media advertising strategy.
	     
	     
	     
	     
	     

	I have built a paid social media advertising campaigns.
	     
	     
	     
	     
	     

	I have created a social media advertisement.
	     
	     
	     
	     
	     

	I have set up tracking codes and created a custom conversion event.
	     
	     
	     
	     
	     

	I have written compelling advertising copy to maximise engagement and interactions.
	     
	     
	     
	     
	     

	I have assessed, reviewed and reported on target metrics and the advertising campaign.
	     
	     
	     
	     
	     

	I have measured return on advertising spend and cost per metrics and taken corrective actions to improve returns.
	     
	     
	     
	     
	     



[bookmark: _Toc99701473]

[bookmark: _Toc99715321]NAT10904004 Establish, build and leverage a personal brand on social media
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have researched at least three marketing trends for personal brand marketing.
	     
	     
	     
	     
	     

	I have developed a personal brand marketing strategy.
	     
	     
	     
	     
	     

	I have evaluated software for personal brand marketing.
	     
	     
	     
	     
	     

	I have built a personal brand profile on LinkedIn and at least one other social media channel.
	     
	     
	     
	     
	     

	I have built and published a personal brand web asset and content asset for social media.
	     
	     
	     
	     
	     

	I have conducted search engine optimisation to improve search results for a personal brand.
	     
	     
	     
	     
	     

	I have selected and used techniques to maximise opportunities arising from personal brand marketing.
	     
	     
	     
	     
	     



[bookmark: _Toc99701474]

[bookmark: _Toc99715322]NAT10904005 Plan, implement and manage social media conversion strategies 
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have written persuasive copy for use on social media and web assets which convert traffic visitors.
	     
	     
	     
	     
	     

	I have conducted analysis on target audience, product and purpose as a basis for copywriting.
	     
	     
	     
	     
	     

	I have created and tested at least one landing page with a content offer.
	     
	     
	     
	     
	     

	 I have created a custom audience on at least one social media advertising platform.
	     
	     
	     
	     
	     

	I have developed a retargeting strategy to serve paid advertisements to social media users who have interacted with an organisation.
	     
	     
	     
	     
	     

	I have created at least one email marketing sequence and distributed at least one email campaign.
	     
	     
	     
	     
	     

	I have developed an email marketing strategy to engage an organisation’s email list and evaluated its effectiveness.
	     
	     
	     
	     
	     



[bookmark: _Toc99701402]

[bookmark: _Toc99715323]SIRXMKT006 Develop a social media strategy
This unit describes the performance outcomes, skills and knowledge required to plan and evaluate the use of social media. It requires the ability to determine suitable social media platforms, plan appropriate use and evaluate the effectiveness of social media activity.
This unit applies to individuals working in a diverse range of sectors and business contexts. They operate independently, under limited supervision from others, and are responsible for making a range of operational decisions.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have researched and compared at least three different social media platforms for organisational use and selected platforms that best meet organisational social media requirements.
	     
	     
	     
	     
	     

	I have identified, documented and implemented opportunities for social media integration with existing systems and procedures.
	     
	     
	     
	     
	     

	I have evaluated opportunities for building brand awareness and established an online community through social media use.
	     
	     
	     
	     
	     

	I have developed organisational policies and procedures for social media use.
	     
	     
	     
	     
	     

	I have developed and executed a social media strategy for an organisation for a minimum three-month period.
	     
	     
	     
	     
	     

	I have developed, documented and implemented a social media action plan detailing key responsibilities, resourcing requirements and timeframes.
	     
	     
	     
	     
	     

	I have prepared a social media calendar documenting planned social media activity in line with marketing strategy and promotional activities.
	     
	     
	     
	     
	     

	I have established key performance indicators and evaluation criteria for measuring success of social media activity and established methods for tracking and analysing social media engagement, activity and reach.
	     
	     
	     
	     
	     

	I have developed and monitored issue and crisis management guidelines and appropriate responses.
	     
	     
	     
	     
	     

	I have monitored, reviewed and evaluated social media data to review social media performance over a minimum of a one month-period and made recommendations for future improvements.
	     
	     
	     
	     
	     

	I have communicated the social media strategy, action plan, calendar and policies and procedures with relevant stakeholders.
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