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[bookmark: _Toc74930555]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: _Toc74930556]BSBCMM511 Communicate with influence
This unit describes the skills and knowledge required to present and negotiate persuasively, lead and participate in meetings and make presentations to customers, clients and other key stakeholders.
The unit applies to individuals who are managers and leaders 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. They use initiative and judgement to organise the work of self and others and plan, evaluate and co-ordinate the work of 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 organised and chaired at least two meetings including preparing and distributing meeting materials and provided participants with a summary of the outcomes of the meeting.
	     
	     
	     
	     
	     

	I have prepared and made presentations to at least two different groups using reliable information, adapting my language and explanations to suit the needs of the audience and responded to questions openly and honestly.
	     
	     
	     
	     
	     

	I have reviewed organisational policies to determine information that may be subject to confidentiality prior to developing presentations.
	     
	     
	     
	     
	     

	I have negotiated and presented persuasively and used active listening to seek stakeholder and intra-organisational input to achieve a balanced exchange of views.
	     
	     
	     
	     
	     

	I have identified relevant stakeholder groups and suitable communication channels and opportunities to influence others.
	     
	     
	     
	     
	     

	I have communicated clearly with key stakeholders to position the business to best effect including listening actively, understanding the information needs of others, adapting communication to suit the audience and answering questions clearly.
	     
	     
	     
	     
	     




[bookmark: _Toc74930557]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: _Toc73517838][bookmark: _Toc74930558]BSBOPS502 Manage business operational plans
This unit describes the skills and knowledge required to develop and monitor the implementation of operational plans to support efficient and effective workplace practices and organisational productivity and profitability.
The unit applies to individuals who manage the work of others and operate within the parameters of a broader strategic and/or business 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 developed and implemented an operational plan for at least one business or work area using a variety of information sources and consultation (including using specialist advice if required) which includes resource requirements, key performance indicators, monitoring processes and 
contingency plans.
	     
	     
	     
	     
	     

	I have communicated effectively with relevant stakeholders to explain the plan and supporting information, sought approvals, negotiated variations and engaged work teams.
	     
	     
	     
	     
	     

	I have developed and implemented strategies to ensure that employees are recruited and/or inducted within the organisation’s human resources management policies, practices and procedures.
	     
	     
	     
	     
	     

	I have developed and implemented strategies to ensure that physical resources and services are acquired in accordance with the organisation’s policies, practices and procedures.
	     
	     
	     
	     
	     

	I have recognised and incorporated requirements for intellectual property rights and responsibilities in recruitment and acquisition of resources and services.
	     
	     
	     
	     
	     

	I have developed, monitored and reviewed performance systems and processes to assess progress in achieving profit and productivity plans and targets.
	     
	     
	     
	     
	     

	I have analysed and interpreted budget and actual financial information to monitor and review profit and productivity performance and identified areas of under-performance, recommended solutions and taken prompt action to rectify the situation.
	     
	     
	     
	     
	     

	I have planned and implemented systems to ensure that mentoring and coaching are provided to support individuals and teams to effectively, economically and safely use resources.
	     
	     
	     
	     
	     





[bookmark: _Toc74930559]BSBLDR601 Lead and manage organisational change
This unit describes the skills and knowledge required to lead and manage organisational change.
The unit applies to managers with responsibilities that extend across the organisation or across significant parts of a large organisation. They may have a dedicated role in human resources management, workforce development, or work in a strategic policy or planning 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 identified strategic change needs through an analysis of organisational objectives including the review of existing policies and practices.
	     
	     
	     
	     
	     

	I have identified major operational change requirements due to performance gaps, business opportunities or threats, or management decisions.
	     
	     
	     
	     
	     

	I have analysed and interpreted information about the organisation’s internal and external environment and consulted with stakeholders to identify requirements and opportunities for changes that support organisational objectives.
	     
	     
	     
	     
	     

	I have prioritised opportunities for changes with input from managers.
	     
	     
	     
	     
	     

	I have developed and implemented a change management plan incorporating resource requirement, risk management and timelines.
	     
	     
	     
	     
	     

	I have developed a communication or education plan to implement the change and managed and monitored the delivery of the plan.
	     
	     
	     
	     
	     

	I have obtained approvals and agreed reporting protocols with relevant managers and implemented the plan including addressing barriers to change.
	     
	     
	     
	     
	     

	I have reviewed and evaluated the change management project plan and modified it as needed to achieve objectives.
	     
	     
	     
	     
	     





[bookmark: _Toc73517843][bookmark: _Toc74930560]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: _Toc74930561]BSBLDR523 Lead and manage effective workplace relationships
This unit describes the skills and knowledge required to lead and manage effective workplace relationships.
The unit applies to individuals in leadership or management positions who have a prominent role in establishing and managing processes and procedures to support workplace relationships. These individuals apply the values, goals and cultural diversity policies of the organisation. They use complex and diverse methods and procedures as well as a range of problem solving and decision making strategies, which require the exercise of considerable discretion and judgement.
	
	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 processes to manage ideas and information in a work team on at least two occasions.
	     
	     
	     
	     
	     

	I have developed and implemented processes to ensure that employees have the opportunity to contribute to issues related to their work role including conflict management and escalated issues.
	     
	     
	     
	     
	     

	I have provided feedback to employees about the consultation process and resolved issues raised promptly or referred them onto appropriate people.
	     
	     
	     
	     
	     

	I have established and implemented policies to ensure that the organisation’s cultural diversity and ethical values are adhered to.
	     
	     
	     
	     
	     

	I have adjusted my own interpersonal communication style to meet the organisation’s cultural diversity and ethical environment.
	     
	     
	     
	     
	     

	I have provided leadership and modelled professional behaviours which have promoted trust with internal and external stakeholders. 
	     
	     
	     
	     
	     

	I have planned for, and managed, the use of networks to support identifiable outcomes for the team and the organisation.
	     
	     
	     
	     
	     

	I have conducted ongoing planning to ensure that effective internal and external workplace relationships are developed and maintained.
	     
	     
	     
	     
	     

	I have identified and resolved conflicts and other difficulties within an organisation according to organisational policies and procedures.
	     
	     
	     
	     
	     

	I have planned how to address difficulties.
	     
	     
	     
	     
	     

	I have provided guidance, counselling and support to assist co-workers in resolving their work difficulties.
	     
	     
	     
	     
	     






[bookmark: _Toc74930562]BSBPEF501 Manage personal work priorities and professional development
This unit describes the skills and knowledge required to create systems and process to organise information and prioritise tasks. It applies to individuals working in managerial positions who have excellent organisational skills. The work ethic of individuals in this role has a significant impact on the work culture and patterns of behaviour of others as managers at this level are role models in their work environment.
	
	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 used business technology to create and use systems and processes to organise and prioritise tasks and commitments.
	     
	     
	     
	     
	     

	I have measured and maintained personal work performance including assessing competency against competency standards and seeking feedback.
	     
	     
	     
	     
	     

	I have maintained an appropriate work-life balance to manage personal health and wellbeing and assisted others to do so.
	     
	     
	     
	     
	     

	I have participated in networks to enhance personal knowledge, skills and work relationships.
	     
	     
	     
	     
	     

	I have developed a personal development plan which includes career objectives and an action plan.
	     
	     
	     
	     
	     

	I have identified and developed new skills to achieve and maintain a competitive edge.
	     
	     
	     
	     
	     

	I have managed the personal and professional development of at least two other individuals and facilitated access to professional development opportunities. 
	     
	     
	     
	     
	     




[bookmark: _Toc74930563]BSBTWK502 Manage team effectiveness
This unit describes the skills and knowledge required to lead teams in the workplace and to actively engage with the management of the organisation.
The unit applies to individuals working at a managerial level who lead and build a positive culture within their work teams. At this level, work will normally be carried out using complex and diverse methods and procedures requiring the exercise of considerable discretion and judgement. It will also involve 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 managed the effectiveness of at least one work team.
	     
	     
	     
	     
	     

	I have used a range of leadership techniques and strategies to facilitate team cohesion and work outcomes including encouraging and fostering shared understanding of purpose and responsibilities, identifying and resolving problems, providing feedback to encourage, value and reward others and 
modelling desired behaviour and practices.
	     
	     
	     
	     
	     

	I have developed policies and procedures to ensure team members take responsibility for own work and assist others to undertake required roles and responsibilities.
	     
	     
	     
	     
	     

	I have established processes to address issues and resolve performance issues.
	     
	     
	     
	     
	     

	I have supported the team to meet expected performance outcomes including providing formal and informal learning opportunities as needed.
	     
	     
	     
	     
	     

	I have developed performance plans with key performance indicators (KPIs), outputs and goals for individuals or the team which incorporate input from stakeholders.
	     
	     
	     
	     
	     

	I have communicated effectively with a range of stakeholders about team performance plans and team performance.
	     
	     
	     
	     
	     

	I have facilitated the two-way flow of information between team and management relevant to team performance.
	     
	     
	     
	     
	     

	I have evaluated and taken necessary corrective action regarding unresolved issues, concerns and problems raised by internal or external stakeholders.
	     
	     
	     
	     
	     





[bookmark: _Toc73517786][bookmark: _Toc74930564]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: _Toc74930565]BSBLDR522 Manage people performance
This unit describes the skills and knowledge required to manage the performance of staff that are direct reports.
The unit applies to individuals who manage people. It covers work allocation and the methods to review performance, reward excellence and provide feedback. The unit makes the link between performance management and performance development and reinforces both functions as a key requirement for effective managers.
	
	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 performance of at least two individuals.
	     
	     
	     
	     
	     

	I have managed the performance of at least one work team.
	     
	     
	     
	     
	     

	I have consulted with relevant stakeholders to identify work requirements, performance standards and agreed performance indicators.
	     
	     
	     
	     
	     

	I have developed work plans and allocated work to achieve outcomes efficiently and within organisational and legal requirements.
	     
	     
	     
	     
	     

	I have designed performance management and review processes to ensure consistency with organisational objectives and policies.
	     
	     
	     
	     
	     

	I have monitored, evaluated and provided feedback on performance and provided coaching or training, as needed within a work team.
	     
	     
	     
	     
	     

	I have reinforced excellence in performance through recognition and continuous feedback.
	     
	     
	     
	     
	     

	I have sought assistance from human resources specialists where appropriate for the development and implementation of performance management processes.
	     
	     
	     
	     
	     

	I have advised relevant people where there is poor performance and taken necessary actions in line with organisational policies and procedures.
	     
	     
	     
	     
	     

	I have provided on-the-job coaching when necessary to improve performance and to confirm excellence in performance.
	     
	     
	     
	     
	     

	I have counselled individuals who continue to perform below expectations and implemented the disciplinary process if necessary
	     
	     
	     
	     
	     

	I have trained participants in the performance management and review process.
	     
	     
	     
	     
	     

	I have kept records and documentation in accordance with the organisational performance management system.
	     
	     
	     
	     
	     





[bookmark: _Toc73517790][bookmark: _Toc74930566]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: _Toc74930567]BSBWHS521 Ensure a safe workplace for a work area
This unit describes the skills and knowledge required to establish, maintain and evaluate an organisation’s work health and safety (WHS) policies, procedures and programs in a work area to ensure a safe workplace, according to WHS legislative requirements. It takes a systems approach and addresses compliance with relevant legislative requirements. The unit applies to those working in a range of contexts who have, or are likely to have, responsibility for WHS as part of their broader management role. It is relevant for people with obligations under WHS laws, for example persons conducting a business or undertaking (PCBUs) or officers, as defined by WHS laws.
	
	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, implemented, maintained and evaluated a work health and safety management system (WHSMS) for a work area of an organisation that complies with WHS laws, and organisational policies and procedures.
	     
	     
	     
	     
	     

	I have identified and sought approval for financial and human resources required by the WHS management system (WHSMS) according to organisational procedures.
	     
	     
	     
	     
	     

	I have established, implemented, maintained and evaluated effective and compliant consultative arrangements for managing WHS, including identification of duty holders and required resources.
	     
	     
	     
	     
	     

	I have resolved issues raised through participation and consultation arrangements in a prompt manner according to required WHS laws and organisational protocols.
	     
	     
	     
	     
	     

	I have developed and implemented WHS training programs to meet the needs of learners, WHS legislation and organisational requirements. 
	     
	     
	     
	     
	     

	I have identified requirements for expert WHS advice, and requested this advice as required, according to organisational procedures.
	     
	     
	     
	     
	     

	I have established, implemented, maintained and evaluated procedures for effectively identifying hazards, and assessing and controlling risks using the hierarchy of control measures.
	     
	     
	     
	     
	     

	I have used a system for WHS recordkeeping to allow for the identification of patterns of occupational injury and disease in the organisation and to maintain a record of WHS decisions made, including reasons for decisions.
	     
	     
	     
	     
	     

	I have measured and evaluated the WHSMS according to organisation’s quality systems framework.
	     
	     
	     
	     
	     




©2021 The College for Adult Learning  							Page 3 of 8
image1.png
The College for
Adult Learning




