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[bookmark: _Toc99720750]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: _Toc73517786][bookmark: _Toc99720751]BSBCMM412 Lead difficult conversations
This unit describes the skills and knowledge required to prepare, facilitate and lead difficult conversations.
The unit applies to individuals who may work as managers and leaders, and are required to lead difficult conversations in the workplace. They contribute well developed verbal and relationship building skills in having difficult conversations.
	
	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 led at least two difficult conversations in the workplace.
	     
	     
	     
	     
	     

	I have prepared for difficult conversations including identifying, gathering and developing materials to undertake difficult conversations.
	     
	     
	     
	     
	     

	I have reviewed and sought feedback from others in relation to difficult conversations and actioned feedback.
	     
	     
	     
	     
	     

	I have undertaken difficult conversations confirming participant understanding and documenting the conversation.
	     
	     
	     
	     
	     

	I have adapted my delivery style and tone based on the requirements of the conversation and used empathy when discussing difficult matters.
	     
	     
	     
	     
	     

	I have undertaken follow up after difficult conversations with participants.
	     
	     
	     
	     
	     





[bookmark: _Toc99720752]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: _Hlk74931369][bookmark: _Toc99720753]BSBWRT411 Write complex documents
This unit describes the skills and knowledge required to plan, draft and finalise complex documents.
The unit applies to individuals who work in a range of business environments and are skilled in the creation of documents that are more complex than basic correspondence, memos and/or forms and that require review and analysis of a range of information sources.
	
	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 planned, drafted and finalised at least three different complex documents that require the review and analysis of a range of information sources appropriate to audience and purpose.
	     
	     
	     
	     
	     

	I have chosen appropriate formats for documents and determined categories and logical sequences of data, information and knowledge to achieve document objectives.
	     
	     
	     
	     
	     

	I have used business technology to apply formatting, and incorporate graphics.
	     
	     
	     
	     
	     

	I have edited the draft text to ensure accuracy and clarity of information, obtained feedback on the draft and revised the draft.
	     
	     
	     
	     
	     

	I have applied the enterprise style guide to the development of documents
	     
	     
	     
	     
	     



[bookmark: _Toc99720754]
BSBWHS411 Implement and monitor WHS policies, procedures and programs 
This unit describes the skills and knowledge required to implement and monitor an organisation’s work health and safety (WHS) policies, procedures and programs in the relevant work area in order to meet legislative requirements.
The unit applies to those with supervisory responsibilities in a work area who have a broad knowledge of WHS policies and contribute well-developed skills in creating solutions to problems through analysis and evaluation of information from a variety of sources. They provide supervision and guidance to others and have limited responsibility for the output of 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 explained clearly and accurately to work teams the relevant work health and safety (WHS) information including WHS legislative and organisational requirements,
identified hazards and outcomes of risk assessment and control.
	     
	     
	     
	     
	     

	I have ensured that the team has access to information about WHS policies, procedures and programs in appropriate structure and language.
	     
	     
	     
	     
	     

	I have undertaken consultation and communications to enable team members to participate in managing WHS risks and hazards.
	     
	     
	     
	     
	     

	I have identifying WHS training needs and provided learning opportunities, coaching and mentoring as appropriate to the needs of the stakeholder. 
	     
	     
	     
	     
	     

	I have identified, reported and taken action on WHS hazards and risks promptly.
	     
	     
	     
	     
	     

	I have identified and reported inadequacies in existing risk controls and monitored outcomes to ensure a prompt organisational response.
	     
	     
	     
	     
	     

	I have reported on the cost of WHS training.
	     
	     
	     
	     
	     

	I have accurately completed and maintained WHS records of incidents of occupational injury and disease in work area, according to WHS policies, procedures and legislative requirements.
	     
	     
	     
	     
	     

	I have analysed aggregate WHS data to identify hazards and monitor risk control procedures in work area.
	     
	     
	     
	     
	     





[bookmark: _Toc99720755]BSBLDR413 Lead effective workplace relationships 
This unit describes the skills, knowledge and outcomes required to use leadership to promote team cohesion. It includes motivating, mentoring, coaching and developing the team and forming the bridge between the management of the organisation and team members.
The unit applies to team leaders, supervisors and new or emerging managers where leadership plays a role in developing and maintaining effective workplace relationships. It applies in any industry or community context. At this level work will normally be carried out within routine and non-routine methods and procedures, which require planning, evaluation, leadership and guidance of 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 identified work team objectives according to organisational strategy.

	     
	     
	     
	     
	     

	I have collected and analysed information for the achievement of work tasks.
	     
	     
	     
	     
	     

	I have shared ideas and information with relevant internal and external stakeholders according to work tasks.
	     
	     
	     
	     
	     

	I have developed strategy for completion of work tasks in. collaboration with my work team.
	     
	     
	     
	     
	     

	I have identified and implemented methods to facilitate collaboration to complete work tasks.
	     
	     
	     
	     
	     

	I have supported colleagues experiencing difficulties fulfilling work requirements.
	     
	     
	     
	     
	     

	I have managed conflict constructively within the organisation’s processes and parameters of own my role.
	     
	     
	     
	     
	     

	I have communicated work progress to relevant internal and external stakeholders
	     
	     
	     
	     
	     

	I have sought feedback on relationship management for work tasks from relevant stakeholders.
	     
	     
	     
	     
	     

	I have analysed feedback on relationship management.
	     
	     
	     
	     
	     

	I have evaluated personal performance in leading workplace relationships.
	     
	     
	     
	     
	     

	I have identified areas of improvement for leading workplace relationships future work tasks.
	     
	     
	     
	     
	     





[bookmark: _Toc99701309][bookmark: _Toc99720756]BSBPEF502 Develop and use emotional intelligence
This unit describes the skills and knowledge required to develop and use emotional intelligence to increase self-awareness, self-management, social awareness and relationship management in the workplace.
The unit applies to individuals who are required to identify, analyse, synthesise and act on information from a range of sources and who deal with unpredictable problems as part of their job role. These individuals may be responsible for leading a team or work area.
	
	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 demonstrated the use of emotional intelligence in relation to at least two different work tasks.
	     
	     
	     
	     
	     

	I have conducted an analysis to identify own emotional strengths, weaknesses, stressors, emotional states and triggers, incorporating feedback from others.
	     
	     
	     
	     
	     

	I have identified workplace situations and environments that may trigger an emotional response
	     
	     
	     
	     
	     

	I have modelled behaviours that demonstrate the management of emotions.
	     
	     
	     
	     
	     

	I have recognised the impact that cultural behaviours and beliefs may have on workplace interactions.
	     
	     
	     
	     
	     

	I have recognised and responded to the emotional states of others.
	     
	     
	     
	     
	     

	I have used emotional intelligence of self and others to enhance team performance.
	     
	     
	     
	     
	     

	I have promoted the development of emotional intelligence in others.
	     
	     
	     
	     
	     

	I have developed and implemented plans to encourage others to develop their own emotional intelligence, to build productive relationships, and maximise workplace outcomes.
	     
	     
	     
	     
	     




[bookmark: _Toc99701335]

[bookmark: _Toc99720757]BSBSTR502 Facilitate continuous improvement
This unit describes the skills and knowledge required to lead and manage continuous improvement systems and processes. Particular emphasis is on the development of systems and the analysis of information to monitor and adjust performance strategies, and to manage opportunities for further improvements.
The unit applies to individuals who take an active role in managing a continuous improvement process in order to achieve an organisation’s objectives. At this level, work will normally be carried out using complex and diverse methods and procedures which require the exercise of considerable discretion and judgement, using a range of problem-solving and decision-making 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 led and managed continuous improvement systems and processes for at least one organisation or work area.
	     
	     
	     
	     
	     

	I have facilitated effective contributions to and communications about continuous improvement processes and outcomes.
	     
	     
	     
	     
	     

	I have addressed sustainability requirements within an organisation.
	     
	     
	     
	     
	     

	I have developed strategies to ensure that team members are actively encouraged and supported to participate in decision-making processes, assume responsibility and exercise initiative as appropriate
	     
	     
	     
	     
	     

	I have incorporated mentoring, coaching and other support to enable people to participate effectively in continuous improvement processes.
	     
	     
	     
	     
	     

	I have implemented processes which include the recording of work team performance to assist in identifying further opportunities for improvement.
	     
	     
	     
	     
	     

	I have established systems to ensure that the organisation’s continuous improvement processes are communicated to stakeholders.
	     
	     
	     
	     
	     

	I have captured insights, experiences and ideas for improvements and incorporated them into the organisation’s knowledge management systems and future planning.
	     
	     
	     
	     
	     




[bookmark: _Toc99701417]

[bookmark: _Toc99720758]BSBCRT411 Apply critical thinking to work practices
This unit describes the skills and knowledge required to use advanced-level critical thinking skills in a workplace context. This includes using methods of analysis, synthesis and evaluation.
The unit applies to individuals who evaluate existing or proposed work practices. These individuals are typically responsible for reviewing or developing work processes, products or services that may be proposed or already existing.
	
	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 solutions for two different workplace limitations using a range of critical thinking concepts.
	     
	     
	     
	     
	     

	I have presented the benefits of applying critical thinking practices in the workplace to stakeholders.
	     
	     
	     
	     
	     

	I have developed proposals to articulate to a broad range of workplace stakeholders solutions to identified issues.
	     
	     
	     
	     
	     

	I have incorporated feedback and self-reflection to critically assess performance.
	     
	     
	     
	     
	     

	I have developed plans for future process evaluations and incorporated improvements identified.
	     
	     
	     
	     
	     




[bookmark: _Toc99701424]

[bookmark: _Toc99720759]BSBOPS402 Coordinate business operational plans
This unit describes the skills and knowledge required to implement operational plans by planning and acquiring resources, monitoring and adjusting operational performance and providing reports on performance, as required.
The unit applies to individuals who plan activities to achieve team and organisational objectives. At this level, work will normally be carried out within routine and non-routine methods and involve procedures that require planning, evaluation, leadership and guidance of 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 prepared, implemented and reviewed at least two operational plans
	     
	     
	     
	     
	     

	I have consulted with a range of stakeholders to identify resource requirements for the operational plan.
	     
	     
	     
	     
	     

	I have developed contingency plans and adjusted implementation of operational plans in consultation with others to manage contingencies.
	     
	     
	     
	     
	     

	I have presented proposals for resource requirements to stakeholders.
	     
	     
	     
	     
	     

	I have assisted in recruiting and onboarding employees required to implement operational plans according to organisational policies and procedures.
	     
	     
	     
	     
	     

	I have acquired physical resources and services and supported their efficient, cost-effective and safe use.
	     
	     
	     
	     
	     

	I have identified and used key performance indicators to assess operational performance and taken action to rectify unsatisfactory performance.
	     
	     
	     
	     
	     

	I have developed and presented variations to operational plans and maintained records and reported on operational performance to management.
	     
	     
	     
	     
	     





[bookmark: _Toc99701431][bookmark: _Toc99720760]BSBXTW401 Lead and facilitate a team
This unit describes the skills and knowledge required to effectively lead and facilitate a team in a workplace within any industry.
This unit has a specific focus on the teamwork skills required for team leader or supervisor level (depending on organisational structure) workers with responsibility for others or teams.
	
	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 assigned tasks to team members providing appropriate instructions and planned for contingencies.
	     
	     
	     
	     
	     

	I have provided feedback, coaching and assistance to team members.
	     
	     
	     
	     
	     

	I have facilitated open and respectful communication and collaboration between team members, considering the needs of those from diverse backgrounds.
	     
	     
	     
	     
	     

	I have identified opportunities for cross collaboration amongst external and internal teams and individuals.
	     
	     
	     
	     
	     

	I have facilitated the team to identify, brainstorm, report and resolve task related issues and inefficiencies and used problem solving skills to deal with issues and challenges. 
	     
	     
	     
	     
	     

	I have measured team member performance against agreed work plans and provided timely and constructive performance feedback to team members.
	     
	     
	     
	     
	     

	I have identified specific learning and development opportunities to improve team and individual performance and behaviours and implemented action plans to address training needs.
	     
	     
	     
	     
	     





BSBXCM401 Apply communication strategies in the workplace
This unit describes the skills and knowledge required to facilitate and apply communication strategies in the workplace within any industry.
This unit has a specific focus on the communication skills required for supervisor level workers with responsibility for other workers.
	
	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 work activities requiring communication.
	     
	     
	     
	     
	     

	I have established communication requirements for identified work activities.
	     
	     
	     
	     
	     

	I have identified communication roles for self and others to complete activities.
	     
	     
	     
	     
	     

	I have sought assistance or clarification regarding communication objectives as required.
	     
	     
	     
	     
	     

	I have selected appropriate methods of communicating information internally and externally based on organisational requirements.
	     
	     
	     
	     
	     

	I have used appropriate presentation methods to communicate information or instruction based on the requirements of audience.
	     
	     
	     
	     
	     

	I have used appropriate methods of communication to communicate information or instruction based on the requirements of audience.
	     
	     
	     
	     
	     

	I have negotiated expected work requirements with others and clarified that instructions have been understood.
	     
	     
	     
	     
	     

	I have used interpersonal skills to build relationships with team members and clients and facilitated respectful interactions.
	     
	     
	     
	     
	     

	I have facilitated respectful communication amongst others, considering the needs of those from diverse backgrounds.
	     
	     
	     
	     
	     

	I have use problem solving and decision-making skills to resolve any communication challenges.
	     
	     
	     
	     
	     

	I have obtained confirmation on outcomes of communication challenges to ensure issues have been resolved.
	     
	     
	     
	     
	     

	I have ensured all communication is consistent with legislative and organisational requirements.
	     
	     
	     
	     
	     

	I have provided performance feedback and additional support to others when required.
	     
	     
	     
	     
	     

	I have sought feedback and assistance from others to improve own communication techniques.
	     
	     
	     
	     
	     

	I have collated and reported any important information and unresolved issues to relevant superiors.
	     
	     
	     
	     
	     






BSBLDR411 Demonstrate leadership in the workplace
This unit describes the skills and knowledge required to lead teams and individuals by modelling high standards of conduct to reflect the organisation’s standards and values.
The unit applies to individuals who are making the transition from being a team member to taking responsibility for the work and performance of others and providing the first level of leadership within the organisation. These leaders have a strong influence on the work culture, values and ethics of the teams they supervise.
	
	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 organisation’s requirements for management performance.
	     
	     
	     
	     
	     

	I have identified qualities required for positive management performance according to organisational policies and procedures.
	     
	     
	     
	     
	     

	I have developed and implemented performance plans for individual and team according to organisation’s business objectives.
	     
	     
	     
	     
	     

	I have established key performance indicators according to organisation’s business objectives.
	     
	     
	     
	     
	     

	I have located and assessed organisation’s standards and values for conducting business.
	     
	     
	     
	     
	     

	I have identified how own performance will contribute to upholding organisational values.
	     
	     
	     
	     
	     

	I have identified issues to be resolved according to organisational values.
	     
	     
	     
	     
	     

	I have gathered and organised information relevant to the issues under consideration.
	     
	     
	     
	     
	     

	I have facilitated individual’s and team’s active participation in team decision-making processes.
	     
	     
	     
	     
	     

	I have examined options and assessed associated risks to determine preferred course of action.
	     
	     
	     
	     
	     

	I have developed plans to implement decisions agreed by relevant individuals and teams.
	     
	     
	     
	     
	     

	I have used feedback processes to monitor the implementation and impact of decisions.
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