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[bookmark: _Toc75166268][bookmark: _Toc94705689]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: _Toc94705690]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: _Hlk74932622][bookmark: _Toc94705691]BSBXCM501 Lead communication in the workplace
This unit describes the skills and knowledge required to lead communication in the workplace within any industry.
This unit has a specific focus on the communication skills required for team leaders 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 collected and analysed data and information on internal and external communication needs ensuring input from a range of stakeholders.
	     
	     
	     
	     
	     

	I have developed, documented and prepared support materials for structured communication protocols to meet organisational information needs and goals.
	     
	     
	     
	     
	     

	I have motivated others to communicate respectfully considering the needs of people from diverse backgrounds and modelled appropriate communication myself.
	     
	     
	     
	     
	     

	I have used a variety of communication styles to present information to a range of audiences ensuring information is presented clearly and persuasively.
	     
	     
	     
	     
	     

	I have evaluated different perspectives and critically examined possible outcomes when negotiating with others.
	     
	     
	     
	     
	     

	I have confirmed and implemented outcomes of negotiations with stakeholders.
	     
	     
	     
	     
	     

	I have provided mentoring to others to assist them in achieving communication goals.
	     
	     
	     
	     
	     

	I have sought feedback from stakeholders to manage the outcomes of communications and negotiations and identified and documented areas for improvement
	     
	     
	     
	     
	     

	I have implemented plans to improve communication processes within an organisation.
	     
	     
	     
	     
	     




[bookmark: _Hlk74932561][bookmark: _Toc94705692]BSBCRT511 Develop critical thinking in others
This unit describes the skills and knowledge required to develop critical and creative thinking skills in others within a workplace context.
The unit applies to individuals who are developing and coaching others, for whom critical thinking skills (including analysis, synthesis, and evaluation) are an important part of their job roles. This unit applies to individuals who are typically responsible for leading 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 developed an environment within a workplace that supports the application of critical and creative thinking methods.
	     
	     
	     
	     
	     

	I have identified and team learning needs in relation to critical and creative thinking skills and facilitated learning opportunities to meet those needs.
	     
	     
	     
	     
	     

	I have clearly articulated key features of critical and creative thinking concepts (including analysis, synthesis, and evaluation) to team members in a way that is easily understood by diverse learner groups.
	     
	     
	     
	     
	     

	I have set tasks and created opportunities for team members to apply critical and creative thinking skills (including analysis, synthesis, and evaluation) to workplace problems and provided feedback to team members on their performance.
	     
	     
	     
	     
	     

	I have gathered feedback from stakeholders and analysed current organisational systems to identify gaps or barriers to critical and creative thinking and recommended improvements.
	     
	     
	     
	     
	     





[bookmark: _Toc94705693]BSBOPS501 Manage business resources
This unit describes the skills and knowledge required to manage resources according to planned business strategies. It includes analysing resource requirements, developing resource plans, allocating resources, and reviewing and reporting on resource usage. The unit applies to individuals with a role in allocating and monitoring the use of physical and/or human resources to meet defined business objectives.
	
	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, implemented and reviewed a minimum of three resource plans. 
	     
	     
	     
	     
	     

	I have consulted with stakeholders, undertaken research and analysed information to determine the resources required to achieve business objectives.
	     
	     
	     
	     
	     

	I have acquired and allocated business resources managing risk and ensuring business efficiency.
	     
	     
	     
	     
	     

	I have monitored business performance and reported on business resource use making recommendations for improvement.
	     
	     
	     
	     
	     



[bookmark: _Toc73517839][bookmark: _Hlk74934805][bookmark: _Toc94705694]BSBOPS503 Develop administrative systems
This unit describes the skills and knowledge required to plan for or review the requirements of administrative systems and procedures for implementing, monitoring and reviewing the system. The unit applies to individuals employed in a range of work environments in senior administrative roles.
	
	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 worked with relevant personnel and stakeholders to identify administrative system improvements.
	     
	     
	     
	     
	     

	I have obtained quotations from suppliers/developers for the identified requirements or modifications to be made to the system in accordance with organisational policy and procedures.
	     
	     
	     
	     
	     

	I have selected an appropriate supplier or developer in accordance with organisational policy and procedures.
	     
	     
	     
	     
	     

	I have documented the necessary requirements or modifications to administrative systems.
	     
	     
	     
	     
	     

	I have provided training and support for staff to use the new or modified administrative system.
	     
	     
	     
	     
	     

	I have monitored the new system for usage, security and output in accordance with organisational requirements.
	     
	     
	     
	     
	     

	I have identified future improvements and notify users.
	     
	     
	     
	     
	     

	I have monitored staff training needs and trained new staff on the administrative system.
	     
	     
	     
	     
	     





[bookmark: _Hlk74933603][bookmark: _Hlk74932733][bookmark: _Toc94705695]BSBSUS511 Develop workplace policy and procedures for sustainability
This unit describes the skills and knowledge required to develop and implement a workplace sustainability policy and to modify the policy to suit changed circumstances. It applies to individuals with managerial responsibilities who undertake work developing approaches to create, monitor and improve strategies and policies within workplaces and engage with a range of relevant stakeholders and specialists. No licensing, legislative or certification requirements apply to this unit at the time of publication.
	
	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 scoped and developed organisational policies and procedures that comply with legislative requirements and support the organisation’s sustainability goals including
minimising resource use, resource efficiency, reducing toxic material and hazardous chemical use, employing life cycle management approaches and continuous improvement.
	     
	     
	     
	     
	     

	I have made recommendations for policy options based on likely effectiveness, timeframes and cost.
	     
	     
	     
	     
	     

	I have agreed to appropriate methods of implementation, outcomes and performance indicators.
	     
	     
	     
	     
	     

	I have planned and implemented sustainability policy and procedures including agreed outcomes,
performance indicators, activities to be undertaken, 
assigned responsibilities and
record keeping, review and improvement processes.
	     
	     
	     
	     
	     

	I have consulted and communicated with relevant stakeholders to generate engagement with sustainability policy development, implementation and continuous improvement.
	     
	     
	     
	     
	     

	I have monitored records to identify trends that may require remedial action and used these to promote continuous improvement of performance.
	     
	     
	     
	     
	     

	I have reviewed and improved sustainability policies.
	     
	     
	     
	     
	     





[bookmark: _Toc94705696]BSBINS501 Implement information and knowledge management systems
This unit describes the skills and knowledge required to organise training for an information and knowledge management system and to implement the use of the system.
The unit applies to individuals who are responsible for ensuring relevant information and corporate knowledge are retained, accessible and improve business outcomes.
It applies to information and knowledge management systems that comprise policies, protocols, procedures and practices to manage information or knowledge within the organisation and among relevant stakeholders.
	
	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 reviewed at least one information management system.
	     
	     
	     
	     
	     

	I have implemented and reviewed at least one knowledge management system.
	     
	     
	     
	     
	     

	I have identified learning needs and planned and implemented learning activities to enable stakeholders to use information and knowledge management systems.
	     
	     
	     
	     
	     

	I have monitored the performance and addressed issues and contingencies as they arise for the systems.
	     
	     
	     
	     
	     

	I have accessed technical specialists as required.
	     
	     
	     
	     
	     

	I have implemented policies and procedures for systems and monitored them for compliance, effectiveness and efficiency.
	     
	     
	     
	     
	     

	I have contributed to the continuous improvement of information and knowledge management systems and made recommendations for improvements to the systems, policies or work practices.
	     
	     
	     
	     
	     






[bookmark: _Toc94705697]BSBINS512 Monitor business records systems
This unit describes the skills and knowledge required to set up the operational frameworks for the creation, capture and use of records and to monitor and review these frameworks and activities within an organisation.
The unit applies to individuals who work closely with other staff members in an organisation and may also have a degree of individual responsibility and autonomy. They use a range of organisational, analytical and managerial techniques to perform their work in business and records systems or in specialist information management environments, such as archives.
	
	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 documented core business, supporting activities, resources, business and social context, using observation and consultation.
	     
	     
	     
	     
	     

	I have determined security and access requirements for business records system content from analysis of organisation’s activities
	     
	     
	     
	     
	     

	I have analysed organisational reporting and accountability requirements in the context of the business documentation.
	     
	     
	     
	     
	     

	I have identified organisational functions and activities for which records must be kept, from analysis of business and context documentation
	     
	     
	     
	     
	     

	I have determined format content and metadata of records for each organisational function from analysis of the business and its context and determined the metadata needed to manage record storage, location and retrieval in a business or records system
	     
	     
	     
	     
	     

	I have developed and documented a business records system including a detailed implementation plan.
	     
	     
	     
	     
	     

	I have selected technological requirements of business records systems appropriate to scale, nature and future growth of business operations and organisational budget.
	     
	     
	     
	     
	     

	I have ensured the ongoing maintenance, disposal and updating requirements of business records system conform to scale, nature, and culture of the organisation.
	     
	     
	     
	     
	     

	I have developed specifications and performance indicators to monitor system effectiveness and provided the required reports to appropriate stakeholders relating to use and maintenance of records.
	     
	     
	     
	     
	     

	I have developed and documented a plan to address issues identified during monitoring or review.
	     
	     
	     
	     
	     


[bookmark: _Toc73517811][bookmark: _Toc94705698]BSBINS513 Contribute to records management framework
This unit describes the skills and knowledge required to define, identify and contribute to the information management framework for an organisation or business unit at functional level.
The unit applies to individuals who use analytical skills and specialist knowledge of information management systems and business areas to develop frameworks to support business operations. The individual may have responsibility for a team or sole responsibility for their work within the business system.
	
	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 defined, identified and contributed to the records management framework for an organisation or work area.
	     
	     
	     
	     
	     

	I have analysed information from a range of sources to identify how records management framework can address compliance requirements, risks and liabilities including social, legislative and organisational contexts.
	     
	     
	     
	     
	     

	I have created and maintained guidelines to assist organisation employees to create, capture and maintain required records.
	     
	     
	     
	     
	     

	I have developed and communicated responsibilities for information management within the organisation ensuring records management responsibilities for each business function are met.
	     
	     
	     
	     
	     

	I have communicated a documented records management framework including areas of risk, regulatory requirements, records requirements and responsibilities for information management review and endorsement, to relevant stakeholders.
	     
	     
	     
	     
	     

	I have assisted in the development of a review process and ensured currency of the organisations information management framework.
	     
	     
	     
	     
	     



[bookmark: _Toc94705699]BSBINS601 Manage knowledge and information
This unit describes the skills and knowledge required to develop and maintain information and data systems to support decision making, and to optimise the use of knowledge and learning throughout the organisation.
The unit applies to individuals who are responsible for ensuring that critical business information is readily available to review the organisation’s performance and to ensure its effective functioning. It applies to a wide range of information assets such as business performance data, customer feedback, statistical data and financial data.
	
	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 managed knowledge and information for an organisation or work area.
	     
	     
	     
	     
	     

	I have sourced and analysed information for business decisions, problems and issues.
	     
	     
	     
	     
	     

	I have applied statistical analysis, sensitivity analysis and other techniques to draw conclusions from data and documented the approaches used to analyse and draw conclusions from data.
	     
	     
	     
	     
	     

	I have ensured sufficient valid and reliable information and evidence is gathered to support business decision making using applicable technology and collaborating with stakeholders.
	     
	     
	     
	     
	     

	I have designed tested and adjusted information systems to meet the needs and objectives of the organisation.
	     
	     
	     
	     
	     

	I have developed communication plans and distributed information to relevant stakeholders ensuring plans are monitored and updated.
	     
	     
	     
	     
	     

	I have worked to ensure security of data and information according to legislative and organisational requirements. 
	     
	     
	     
	     
	     

	I have used risk management plans to determine acceptable courses of action.
	     
	     
	     
	     
	     






[bookmark: _Toc73517790][bookmark: _Hlk74932755][bookmark: _Hlk74930499][bookmark: _Hlk74933573][bookmark: _Toc94705700]BSBFIN501 Manage budgets and financial plans
This unit describes the skills and knowledge required to undertake financial management in an organisation or work area. It includes planning and implementing financial management approaches and supporting and evaluating effectiveness of financial management processes.
The unit applies to managers in a wide range of organisations and sectors who have responsibility for the effective use of financial resources within work teams. They are responsible for ensuring that financial resources are managed in line with the financial objectives of the team and 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 managed the budget and financial plan of an organisation for a minimum of one reporting period.
	     
	     
	     
	     
	     

	I have the financial skills to work with and interpret budgets, ageing summaries, cash flow, petty cash, Goods and Services Tax (GST), and profit and loss statements.
	     
	     
	     
	     
	     

	I have communicated with relevant people to clarify budgets and financial plans.
	     
	     
	     
	     
	     

	I have negotiated changes and disseminated information about budgets and financial plans.
	     
	     
	     
	     
	     

	I have prepared, implemented and modified financial contingency plans.
	     
	     
	     
	     
	     

	I have monitored expenditure and controlled costs on an agreed cyclical basis to identify cost variations and expenditure overruns.
	     
	     
	     
	     
	     

	I have supported and monitored team members and provided them with support to ensure that they can competently perform required roles associated with the management of finances.
	     
	     
	     
	     
	     

	I have reported on budget and expenditure.
	     
	     
	     
	     
	     

	I have analysed data and information on the effectiveness of financial management processes within the work team and identified, documented and recommended improvements to existing processes.
	     
	     
	     
	     
	     

	I have implemented, monitored and evaluated agreed improvements in line with financial objectives of the work team and the organisation.
	     
	     
	     
	     
	     

	I have met record keeping requirements for the Australian Taxation Office (ATO) and for auditing purposes.
	     
	     
	     
	     
	     





[bookmark: _Toc80775151][bookmark: _Toc94705701]BSBMED301 Interpret and apply medical terminology appropriately
This unit describes the skills and knowledge required to understand and respond to instructions; to carry out routine tasks and communicate with a range of internal/external clients in a medical environment; as well as use appropriate medical terminology. It applies to individuals who apply a broad range of competencies in various medical administration contexts. They may exercise discretion and judgment using appropriate knowledge to provide technical advice and support to a 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 interpreted and followed written and oral instructions containing medical terminology with patients, fellow workers and health professionals.
	     
	     
	     
	     
	     

	I have produced documents containing correct medical terminology according to organisational requirements.
	     
	     
	     
	     
	     

	I have used medical terminology correctly during the completion of workplace tasks.
	     
	     
	     
	     
	     

	I have identified and used appropriate abbreviations for medical terms and associated processes.
	     
	     
	     
	     
	     

	I can spell and pronounce medical terminology correctly so that patients, fellow workers and health professional can understand me.
	     
	     
	     
	     
	     

	I have interpreted abbreviations for specialised medical terminology.
	     
	     
	     
	     
	     

	I have interpreted and adhered to the policies and procedures in the workplace.
	     
	     
	     
	     
	     





[bookmark: _Toc80775235][bookmark: _Toc94705702]HLTADM004 Manage health billing and accounting system
This unit describes the skills and knowledge required to implement and monitor a billing and accounting system in a health practice, with consideration of client accessibility, practice viability and regulatory and legislative requirements. This unit applies to health practice administrators working in a coordination or management role. The skills in this unit must be applied in accordance with Commonwealth and State/Territory legislation, Australian/New Zealand standards and industry codes of practice.
	
	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 managed a billing and accounting system that meets regulatory requirements for a health practice.
	     
	     
	     
	     
	     

	I have evaluated payment options and equipment requirements to optimise ease of payment and client accessibility.
	     
	     
	     
	     
	     

	I have identified possible payment barriers that may prevent client access to practice services and develop billing strategies to best address barriers and meet the viability and cash flow needs of the practice.
	     
	     
	     
	     
	     

	I have identified and responded to the accountability and reporting requirements for supported and special payment schemes.
	     
	     
	     
	     
	     

	I have evaluated, selected and implemented systems and procedures that will support the billing and payment system.
	     
	     
	     
	     
	     

	I have developed and implemented client debt recovery strategy.
	     
	     
	     
	     
	     

	I have managed information and data required to maintain subsidy payments.
	     
	     
	     
	     
	     

	I have managed information and data requirements to meet quality and timeframe requirements and developed the necessary reports and data in the prescribed manner.
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