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[bookmark: _Toc77598031]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: _Toc77598032]BSBPMG421 Apply project time management techniques
This unit describes the skills and knowledge required to assist with project scheduling activities, apply and monitor the agreed project schedule, and evaluate the effectiveness of time management for the project.
The unit applies to individuals who are project practitioners working in a project support role.
	
	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 supported project managers and other team members to apply project time management techniques during at least two different projects.
	     
	     
	     
	     
	     

	I have created a project schedule showing tasks, deliverable milestones, sequence, dependencies and time estimates.
	     
	     
	     
	     
	     

	I have applied time-management techniques in a project, contributing to the estimation of duration and effort, sequence and dependencies of tasks to achieve project deliverables.
	     
	     
	     
	     
	     

	I have used tools and techniques to maintain, monitor and update a project schedule.
	     
	     
	     
	     
	     

	I have contributed to forecasting the impact of change on the schedule and analysing options.
	     
	     
	     
	     
	     

	I have assisted in the review of project performance to determine effectiveness of time management and documented scheduling and time-management issues and responses to assist in project evaluation.
	     
	     
	     
	     
	     



[bookmark: _Toc73517846][bookmark: _Toc77598033]BSBPMG422 Apply project quality management techniques
This unit describes the skills and knowledge required to enhance project outcomes by contributing to quality planning, applying quality policies and procedures, and contributing to continuous improvement in projects. 
It applies to individuals who are a project practitioners working in a project support role.
	
	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 supported project managers and other team members to apply project quality management techniques during at least two different projects.
	     
	     
	     
	     
	     

	I have worked in a team environment to plan and develop quality management and continuous improvement parameters and  contributed to developing quality requirements in the project plan and processes.
	     
	     
	     
	     
	     

	I have selected and applied quality management techniques in a project relevant to the organisation and industry context.
	     
	     
	     
	     
	     

	I have sourced information to locate and interpret quality policy and procedures.
	     
	     
	     
	     
	     

	I have implemented quality assurance in the project according to agreed quality standards and guidelines, accurately maintaining records and reporting shortfalls in quality outcomes.
	     
	     
	     
	     
	     

	I have participated in the ongoing review of project outcomes to determine effectiveness of quality management activities and contributed to stakeholder satisfaction analysis to ensure expectations have been met.
	     
	     
	     
	     
	     



[bookmark: _Toc73517847]

[bookmark: _Toc77598034]BSBPMG423 Apply project cost management techniques
This unit describes the skills and knowledge required to assist in producing a project budget, to monitor project expenditure and contribute to cost finalisation processes.
The unit applies to individuals who are project practitioners working in a project support role.
	
	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 supported project managers and other team members to apply project cost management techniques during at least two different projects.
	     
	     
	     
	     
	     

	I have implemented cost-estimating methods against duration/effort and resource requirements and determined estimated costs for tasks and activities and confirmed the degree of accuracy with relevant stakeholders.
	     
	     
	     
	     
	     

	I have communicated cost estimates, where required, to others to contribute to project budget and cash flow management.
	     
	     
	     
	     
	     

	I have contributed to developing cost management strategies and processes, and providing financial authorisation within delegated authority.
	     
	     
	     
	     
	     

	I have monitored income and expenditure against project budget baseline at predetermined intervals and identified and reported variations in budget using established project cost methods, techniques and tools.
	     
	     
	     
	     
	     

	I have implemented actions and reported progress to ensure cost objectives remain achievable throughout project life cycle.
	     
	     
	     
	     
	     

	I have contributed to cost-finalisation processes including the transfer of financial assets, liabilities and records to relevant parties.
	     
	     
	     
	     
	     

	I have assisted in the review of project outcomes through use of project cost records to determine effectiveness of cost-management processes.
	     
	     
	     
	     
	     

	I have documented cost-management lessons learned for application in future projects
	     
	     
	     
	     
	     



[bookmark: _Toc73517848]

[bookmark: _Toc77598035]BSBPMG424 Apply project human resources management approaches
This unit describes the skills and knowledge required to assist with aspects of human resources management of a project. It involves establishing human resource requirements, identifying the learning and development needs of people working on the project, facilitating these needs being met, and resolving conflict in the team. It applies to individuals who are project practitioners working in a project support role.
	
	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 supported project managers and other team members to apply project human resources management techniques during at least two different projects.
	     
	     
	     
	     
	     

	I have produced work breakdown structures in human resource project planning.
	     
	     
	     
	     
	     

	I have prepared a skills analysis of project personnel against project task requirements and assisted in assigning responsibilities for achieving project deliverables.
	     
	     
	     
	     
	     

	I have constructed effective methods for monitoring roles, responsibilities and performance in projects.
	     
	     
	     
	     
	     

	I have actively sought the views and opinions of team members during task planning and implementation and promoted cooperation and effective activities, goals and relationships within the project team.
	     
	     
	     
	     
	     

	I have communicated information and ideas to others in a logical, concise and understandable manner using styles and methods appropriate to organisational standards, group expectations and desired outcomes.
	     
	     
	     
	     
	     

	I have regularly sought feedback on the nature and quality of work relationships, and used this feedback as a basis for my own improvement and development.
	     
	     
	     
	     
	     

	I have demonstrated methods for providing feedback on performance and improving the performance of project team members.
	     
	     
	     
	     
	     

	I have undertaken work in a multi-disciplinary environment according to established human resource management practices, plans, guidelines and procedures.
	     
	     
	     
	     
	     

	I have contributed to assessing effectiveness of project human resources management and documented lessons learned to support continuous improvement processes.
	     
	     
	     
	     
	     



[bookmark: _Toc73517849][bookmark: _Toc77598036]BSBPMG425 Apply project information management and communications techniques
This unit describes the skills and knowledge required to provide a critical link between people, ideas and information at all stages in the project life cycle. It involves assisting the project team to plan communications, communicating information related to the project, and reviewing communications. It applies to individuals who are project practitioners working in a project support role.
	
	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 contributed to project information management and communications techniques during at least two different projects including planning and implementing communications for the projects.
	     
	     
	     
	     
	     

	I have identified, sourced and contributed relevant information requirements to initial project documentation.
	     
	     
	     
	     
	     

	I have contributed to developing and implementing the project communications plan and communications networks.
	     
	     
	     
	     
	     

	I have acted on and processed project information according to agreed procedures as directed, to aid decision-making processes throughout project life cycle.
	     
	     
	     
	     
	     

	I have maintained project and workplace information to ensure data is secure and auditable.
	     
	     
	     
	     
	     

	I have communicated with clients and other stakeholders during project using agreed networks, processes and procedures to ensure the effective flow of necessary information.
	     
	     
	     
	     
	     

	I have evaluated and reviewed project communication outcomes and made recommendations for future improvements.
	     
	     
	     
	     
	     




[bookmark: _Toc77598037]BSBPMG426 Apply project risk management techniques
This unit describes the skills and knowledge required to assist with aspects of risk management in a project. It specifically involves planning for, controlling and reviewing risks associated with the project, and assisting in this process where required. It applies to individuals who are project practitioners working in a project support role.
	
	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 applied project risk management techniques during at least two different projects.
	     
	     
	     
	     
	     

	I have assisted others in identifying and prioritising potential risks and developing risk-management strategies, plans and reporting mechanisms throughout the project life cycle, using established risk-analysis methods, techniques and tools.
	     
	     
	     
	     
	     

	I have regularly reviewed current and proposed activities to identify potential and actual risks and opportunities.
	     
	     
	     
	     
	     

	I have applied, monitored and reviewed risk-control measures, including contingency measures to mitigate risks.
	     
	     
	     
	     
	     

	I have contributed to the review of contingency plans on an ongoing basis and, where required, ensured tasks allocated to individuals and/or team are clarified with the project manager before implementation.
	     
	     
	     
	     
	     

	I have evaluated, reviewed and reported on risk-management processes and made recommendations for future improvements.
	     
	     
	     
	     
	     



[bookmark: _Toc73517851][bookmark: _Toc77598038]BSBPMG427 Apply project procurement procedures
This unit describes the skills and knowledge required to assist with procurement for a project. It involves identifying procurement requirements, assisting with supplier selection, conducting procurement activities, and assisting with procurement finalisation activities for the project.
The unit applies to individuals who are project practitioners working in a project support role.
The project assistant may be part of a project team under the direction of a project manager, or may work as part of a smaller scale, self-directed 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 assisting with the application of project procurement processes during at least two different projects.
	     
	     
	     
	     
	     

	I have documented procurement requirements for a workplace project, including clear descriptions of product and service, quality specifications, resource identification, supply and delivery requirements and supply and engagement metrics.
	     
	     
	     
	     
	     

	I have applied procurement-management procedures to a workplace project, including selection criteria, testing and accepting, monitoring and receiving supplies.
	     
	     
	     
	     
	     

	I have contributed to establishing agreed terms and conditions with preferred suppliers.
	     
	     
	     
	     
	     

	I have assisted in developing contractual documentation.
	     
	     
	     
	     
	     

	I have received, reconciled and registered supplies according to established procedures.
	     
	     
	     
	     
	     

	I have finalised procurement agreements.
	     
	     
	     
	     
	     

	I have assisted in the review of project outcomes using available records to determine effectiveness of procurement activities.
	     
	     
	     
	     
	     

	I have monitored and controlled suppliers according to contractual supply documentation.
	     
	     
	     
	     
	     

	I have contributed to identifying lessons learned and possible improvements to procurement management.
	     
	     
	     
	     
	     





[bookmark: _Toc77598039]BSBPMG429 Apply project stakeholder engagement techniques
This unit describes the skills and knowledge required to assist in managing stakeholder relationships during a project. It involves ensuring timely and appropriate involvement of key individuals, organisations and groups throughout the project. It applies to individuals who are project practitioners working in a project support role.
	
	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 assisted in conducting stakeholder engagements and communication during at least two projects.
	     
	     
	     
	     
	     

	I have worked with others to establish various stakeholders needs and interests and supported actions to address differing stakeholder interests.
	     
	     
	     
	     
	     

	I have engaged with project stakeholders using effective interpersonal skills and appropriate methods of communication.
	     
	     
	     
	     
	     

	I have selected and used communications methods relevant to the project needs and stakeholder expectations.
	     
	     
	     
	     
	     

	I have assisted in determining and documenting stakeholder communication needs.
	     
	     
	     
	     
	     

	I have assisted in negotiating agreement on project communication methods, and the content and timing of stakeholder engagement.
	     
	     
	     
	     
	     

	I have openly engaged with stakeholder performance reviews and recognised and addressed development needs and opportunities to support stakeholder engagement.
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