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[bookmark: _Toc94626751]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: _Toc80775155][bookmark: _Toc94626752]BSBMKG434 Promote products and services
This unit describes the skills and knowledge required to coordinate and review the promotion of an organisation’s products and/or services.
The unit applies to individuals with a broad knowledge of the promotion of products and services specific to an organisation. They may have responsibility to provide guidance or to delegate aspects of these tasks to others.
	
	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 promoted at least three products or services.
	     
	     
	     
	     
	     

	I have identified the context for promotional activities and consulted with stakeholders to plan and implement promotional activities to meet objectives, budget and timelines.
	     
	     
	     
	     
	     

	I have coordinated promotional activities including negotiating and assigning roles and responsibilities and procuring relevant resources.
	     
	     
	     
	     
	     

	I have monitored progress of promotional activities and determined and implemented contingency strategies for selected activity options. 
	     
	     
	     
	     
	     

	I have analysed cost and timelines for benefits occurring from the promotional activities.
	     
	     
	     
	     
	     

	I have analysed feedback and data to evaluate the effectiveness of planning processes and promotional activities and made recommendations on future directions of promotional activities.
	     
	     
	     
	     
	     



[bookmark: _Toc80775156]

[bookmark: _Toc80775161][bookmark: _Toc94626753]BSBMKG441 Develop public relations documents
This unit describes the skills and knowledge required to design, produce and edit public relations documents for various target audiences and to evaluate their effectiveness in the marketplace.
The unit applies to individuals who usually work as part of a public relations campaign team and who analyse and evaluate information from a variety of sources. In this role, individuals use well-developed advertising skills and a broad knowledge base.
	
	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 a minimum of two public relations documents.
	     
	     
	     
	     
	     

	I have researched content, format and processes for public relations documents and sought feedback from relevant personnel.
	     
	     
	     
	     
	     

	I have distributed documents according to the required timelines and monitored and collated feedback on the effectiveness of the document.
	     
	     
	     
	     
	     

	I have evaluated the results of feedback against task objectives and recorded and filed evaluation results.
	     
	     
	     
	     
	     

	I have made recommendations for improvements to future public relations documents.
	     
	     
	     
	     
	     





BSBMKG438 Implement and monitor advertising production
This unit describes the skills and knowledge required to implement and monitor advertising production, including establishing the initial media requirements, booking advertising production and developing a monitoring report.
The unit applies to individuals in an entry-level position who are not expected to supervise the work of others but are required to have a broad knowledge of advertising media. These individuals may be responsible for media planning, media buying or advertising within an advertising team.
	
	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 implemented and monitored the production of at least two advertisements.
	     
	     
	     
	     
	     

	confirm media and selected means to advertise according to the creative brief
	     
	     
	     
	     
	     

	I have applied organisational policies and procedures relevant to advertising production
	     
	     
	     
	     
	     

	I have used appropriate industry technology
	     
	     
	     
	     
	     

	I have organised timing and distribution of advertisements and negotiated costs with media sellers.
	     
	     
	     
	     
	     





BSBMKG442 Conduct e-marketing communications
This unit describes the skills and knowledge required to prepare electronic advertisements for use in internet, mobile phones and other digital media marketing communications, and to evaluate their effectiveness in achieving marketing objectives.
The unit applies to individuals working in promotional roles who are required to use electronic communications and existing business websites to effectively convey marketing communications and achieve marketing objectives in accordance with marketing or e-marketing plans.
	
	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 prepared communications for at least two products or services to promote on an e-marketing platform
	     
	     
	     
	     
	     

	I have finalised communication with management according to organisational marketing strategy and objectives
	     
	     
	     
	     
	     

	I have reviewed communication and records according to organisational policies and procedures
	     
	     
	     
	     
	     

	I have assessed effectiveness of advertisement and plan for improvements to e-marketing strategies according to task objectives.
	     
	     
	     
	     
	     





[bookmark: _Toc80775257][bookmark: _Toc94626754]BSBESB401 Research and develop business plans
This unit describes the skills and knowledge required to research and develop business plans for achieving business goals and objectives.
The unit applies to those establishing or operating a business providing self-employment, as well as those establishing a new venture as part of a larger 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 undertaken market research and identified and documented business goals, objectives and budget for a business plan.
	     
	     
	     
	     
	     

	I have documented a business plan including establishing resource, legal and compliance needs and risk.
	     
	     
	     
	     
	     

	I have assessed product mix, volumes and pricing and planned marketing activities.
	     
	     
	     
	     
	     

	I have sought specialist advice in relation to the development of the business.
	     
	     
	     
	     
	     

	I have identified costs, calculated pricing and prepared cash flow projections for the business including the development of a budget and sources of finance to maintain liquidity of the business.
	     
	     
	     
	     
	     

	I have undertaken risk management processes and developed contingency plans.
	     
	     
	     
	     
	     

	I have undertake stakeholder analysis and sought support from stakeholders in relation to the planning of the business.
	     
	     
	     
	     
	     

	I have established workplace policies and procedures to support the business.
	     
	     
	     
	     
	     



[bookmark: _Toc80775258]

[bookmark: _Toc94626755]BSBESB402 Establish legal and risk management requirements of new business ventures
This unit describes the skills and knowledge required to identify and comply with legal and risk management requirements of the business or new business venture, including negotiating, creating and planning for legal contracts used within the business, where required.
The unit applies to those establishing a business providing self-employment, as well as those establishing a new venture as part of a larger 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 and analysed legal structure, legislative and stakeholder requirements for a business.
	     
	     
	     
	     
	     

	I have developed and implemented procedures for compliance with legislation and established record keeping systems.
	     
	     
	     
	     
	     

	I have developed systems, policies and procedures to identify and correct non- compliance with legislation.
	     
	     
	     
	     
	     

	I have negotiated and arranged contracts for goods and services and sought legal advice as required.
	     
	     
	     
	     
	     

	I have documented a risk management and treatment plan.
	     
	     
	     
	     
	     

	I have identified options for leasing or owning business premises.
	     
	     
	     
	     
	     

	I have monitored the provision of goods and services within the business and taken corrective action when required.
	     
	     
	     
	     
	     



[bookmark: _Toc80775259]

[bookmark: _Toc94626756]BSBESB403 Plan finances for new business ventures
This unit describes the skills and knowledge required to identify financial requirements of a business, including profit targets, cash flow projections and strategies to garner financial support.
The unit applies to those establishing a business providing self-employment, as well as those establishing a new venture as part of a larger 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 costs and set profit targets associated with the production and delivery of business products and/or services.
	     
	     
	     
	     
	     

	I have calculated prices based on costs and profit targets and calculated break even point.
	     
	     
	     
	     
	     

	I have evaluated and selected pricing strategies in relation to market conditions to meet profit targets.
	     
	     
	     
	     
	     

	I have prepared projected profit statements, budgets, cash flow projections and identified capital investment requirements.
	     
	     
	     
	     
	     

	I have undertaken ongoing monitoring of financial performance of the business.
	     
	     
	     
	     
	     

	I have researched and assessed the cost of securing finance on optimal terms and developed strategies to obtain and maintain financial viability of the business.
	     
	     
	     
	     
	     





[bookmark: _Toc80775279][bookmark: _Toc94626757]BSBESB404 Market new business ventures
This unit describes the skills and knowledge required to develop and implement a marketing strategy that is integrated into the business plan in order to improve the performance of a business venture. It involves analysing and interpreting market data.
The unit applies to those establishing a business providing self-employment, as well as those establishing a new venture as part of a larger 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 developed and implemented a marketing strategy for a business or new business venture, addressing activities in the digital environment.
	     
	     
	     
	     
	     

	I have established marketing objectives in consultation with stakeholders including identifying the customer base, target market and competitors.
	     
	     
	     
	     
	     

	I have established and evaluated the marketing strategy to ensure ethical and cultural appropriateness and alignment with customer and industry expectations.
	     
	     
	     
	     
	     

	I have assessed product mix, volumes and pricing opportunities according to marketing focus and business plan objectives.
	     
	     
	     
	     
	     

	I have researched and evaluated the costs and benefits of available distribution channels and customer service strategies.
	     
	     
	     
	     
	     

	I have selected and implemented marketing and promotional activities to suit the target market and analysed the customer journey.
	     
	     
	     
	     
	     

	I have monitored the implementation of marketing activities including the use of digital devices, platforms and technologies.
	     
	     
	     
	     
	     

	I have assessed business performance according to business plan objectives and developed a plan to address performance gaps.
	     
	     
	     
	     
	     

	I have analysed stakeholder responses and changes in customer requirements to all aspects of the marketing mix to improve targeting and outcomes.
	     
	     
	     
	     
	     



[bookmark: _Toc80775280]

[bookmark: _Toc94626758]BSBESB301 Investigate business opportunities
This unit describes the skills and knowledge required to identify a business opportunity and its key components. This requires undertaking research to determine the viability of the opportunity, with reference to the legislative frameworks affecting the business.
The unit applies to those establishing or operating a business providing self-employment, as well as those establishing a new venture as part of a larger organisation. The business opportunities may relate to products and/or services offered by the business.
	
	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, identified, investigated and documented at least one business opportunity and assessed the probability of success.
	     
	     
	     
	     
	     

	I have identified and analysed available business, financial, digital technology, customer related and technical factors related to the potential opportunities.
	     
	     
	     
	     
	     

	I have collected, investigated and analysed business and market information, trends, ethical and cultural requirements, demographic changes and market developments from primary and secondary sources to identify market needs related to business opportunities.
	     
	     
	     
	     
	     

	I have investigated marketing and promotion activities and strategies for identified products and/or services.
	     
	     
	     
	     
	     

	I have reviewed personal factors that may impact on the business opportunities and examined options to address and minimise negative impacts and strengthen positive impacts.
	     
	     
	     
	     
	     



[bookmark: _Toc80775281]

[bookmark: _Toc94626759]BSBESB302 Develop and present business proposals
This unit describes the skills and knowledge required to research the viability of ideas for business opportunities and develop and present proposals for viable options in formats suiting a range of stakeholders.
The unit applies to those establishing or operating a business providing self-employment, as well as those establishing a new venture as part of a larger organisation. The proposals may relate to products and/or services offered by the business.
	
	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 analysed information from a range of sources to evaluate the viability of a business opportunity and have documented, developed and presented a business proposal for a product or service.
	     
	     
	     
	     
	     

	I have documented a financial budget, anticipated financial returns and information relating to the financial viability of the business.
	     
	     
	     
	     
	     

	I have documented a personal skills and attributes analysis against the required skills to ensure the viability of the proposal.
	     
	     
	     
	     
	     

	I have developed a risk management plan for the business and communicated risks to stakeholders.
	     
	     
	     
	     
	     

	I have identified the audience for the proposal, the required structure and content of the proposal and sought feedback from stakeholders.
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