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[bookmark: _Toc75166268][bookmark: _Hlk75169106][bookmark: _Toc85445961]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: _Toc85445962]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: _Hlk74932429][bookmark: _Toc85445963]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: _Toc73517790][bookmark: _Hlk74932755][bookmark: _Toc85445964]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: _Toc75974141][bookmark: _Toc85445965]
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: _Toc80775162][bookmark: _Toc85445966]BSBMKG541 Identify and evaluate marketing opportunities
This unit describes the skills and knowledge required to identify, evaluate and take advantage of marketing opportunities by analysing market data, distinguishing characteristics of possible markets and assessing viability of changes to operations.
The unit applies to individuals working in a supervisory or management marketing or advertising role within a marketing or advertising team or media organisation.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have identified, evaluated and documented at least three marketing opportunities and communicated the potential of opportunities to relevant stakeholders.
	     
	     
	     
	     
	     

	I have analysed information on market and business needs to identify potential new markets and applied innovative approaches to the development of potential marketing opportunities.
	     
	     
	     
	     
	     

	I have evaluated marketing opportunities for organisational fit and analysed the viability of each opportunity. 
	     
	     
	     
	     
	     

	I have determined return on investment and potential competitors and selected marketing opportunities according to outcomes of viability analysis, return on investment and competition.
	     
	     
	     
	     
	     

	I have identified resource requirements for marketing opportunities.
	     
	     
	     
	     
	     

	I have sought feedback from stakeholders to evaluate required changes to current operations to take advantage of viable marketing opportunities.
	     
	     
	     
	     
	     



[bookmark: _Toc80775163]


[bookmark: _Toc85445967]BSBMKG542 Establish and monitor the marketing mix
This unit describes the skills and knowledge required to identify and establish an effective marketing mix for a business. It includes preparing, implementing and monitoring the market mix.
The unit applies to individuals who have management roles in marketing and are responsible for developing marketing and promotional mix within an organisation. These individuals may monitor the marketing mix to adjust according to new marketing opportunities identified.
	
	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 and monitored the marketing mix for an organisation or work area including reporting on activities and customer service levels, distribute, pricing and promotion.
	     
	     
	     
	     
	     

	I have analysed the effects of pricing policy, promotional methods and channels of distribution on marketing outcomes.
	     
	     
	     
	     
	     

	I have identified potential customer base and key pressure points.
	     
	     
	     
	     
	     

	I have documented and tested the effects of components of the marketing mix on each other and their relative importance to the customer base.
	     
	     
	     
	     
	     

	I have identified and sourced the resources required to implement the marketing mix.
	     
	     
	     
	     
	     

	I have briefed stakeholders on their roles and responsibilities in relation to the implementation of the marketing mix and established communication and team building strategies.
	     
	     
	     
	     
	     

	I have established monitoring processes and assessed marketing performance against targets, recording and reporting on variances to marketing revenue and costs.
	     
	     
	     
	     
	     

	I have prepared and presented marketing reports indicating ongoing progress towards marketing objectives to a variety of stakeholders.
	     
	     
	     
	     
	     




[bookmark: _Toc80775164][bookmark: _Toc85445968]BSBMKG545 Conduct marketing audits
This unit describes the skills and knowledge required to conduct marketing audits, with reference to an organisation’s marketing plan.
The unit applies to individuals who are required to develop a comprehensive description of the organisation’s marketing operations as part of the marketing, planning and marketing auditing process. The outcomes of marketing audits are generally used to inform an organisation’s marketing plan. In this role, individuals must possess a sound theoretical knowledge of advertising management and demonstrate a range of managerial skills. Typically, they have responsibility for the work of other staff.
	
	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 conducted at least two marketing audits (internal and external) and prepared marketing audit reports for relevant stakeholders.
	     
	     
	     
	     
	     

	I have determined the scope of the marketing audit and audit methodology and confirmed these with stakeholders.
	     
	     
	     
	     
	     

	I have identified external environment, technological and competitive factors and market characteristics that meet the requirements of the audit process.
	     
	     
	     
	     
	     

	I have identified and analysed marketing productivity according to profitability and cost effectiveness.
	     
	     
	     
	     
	     



[bookmark: _Toc80775165]


[bookmark: _Toc85445969]BSBMKG546 Develop social media engagement plans
This unit describes the skills and knowledge required to effectively develop social media engagement plans with a preferred target audience.
The unit applies to individuals working in a variety of marketing and communications occupational roles who have responsibility for developing social media plans and facilitating social engagement on behalf of a business or organisation.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have developed, reviewed and updated a social media engagement plan for an organisation or work area.
	     
	     
	     
	     
	     

	I have identified, researched, documented and communicated the characteristics and online habits of the target audience according to organisational policy.
	     
	     
	     
	     
	     

	I have identified and analysed common responses to triggers, interventions, and preferred and avoided behaviours on social media platforms and applications.
	     
	     
	     
	     
	     

	I have evaluated market research and identified the attention span and retention characteristics of alternative content types and engagement patterns.
	     
	     
	     
	     
	     

	I have developed a social media strategy in consultation with stakeholders including establishing metrics for social media performance.
	     
	     
	     
	     
	     

	I have developed risk management approaches to ensure brand and message integrity and trust.
	     
	     
	     
	     
	     

	I have developed relevant content and release schedule for maximising target audience and engaged with target audience on social media platforms.
	     
	     
	     
	     
	     

	I have developed a plan for ongoing review of performance using a social media analytics service.
	     
	     
	     
	     
	     

	I have evaluated and reported on social media engagement effectiveness to stakeholders.
	     
	     
	     
	     
	     



[bookmark: _Toc80775166]

[bookmark: _Toc85445970]BSBMKG550 Promote products and services to international markets
This unit describes the skills and knowledge required to promote products and services to international markets in line with the organisational marketing plan and strategy for a specified target market.
The unit applies to individuals who have a managerial-level responsibility for promoting products and services to international markets. This includes planning, coordinating and reviewing of promotional activities. These individuals use well-developed problem-solving skills to create solutions to unpredictable problems through analysis and evaluation of information from a variety of 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 promoted at least two products and services to international markets.
	     
	     
	     
	     
	     

	I have researched, prepared and documented culturally appropriate promotional activities and sought approval from relevant personnel.
	     
	     
	     
	     
	     

	I have coordinated the promotion, sourced resources and assigned responsibilities and monitored and addressed issues during implementation.
	     
	     
	     
	     
	     

	I have analysed outcomes of promotional activities against cost and timelines.
	     
	     
	     
	     
	     

	I have gathered and analysed feedback on marketing mix for improvements in target and outcomes.
	     
	     
	     
	     
	     

	I have identified process improvements and prepared recommendations to stakeholders for future directions and improvements.
	     
	     
	     
	     
	     




[bookmark: _Toc80775167][bookmark: _Toc85445971]BSBMKG552 Design and develop marketing communication plans
This unit describes the skills and knowledge required to identify and evaluate a range of marketing communication mediums to design and develop marketing communication plans.
The unit applies to individuals who work in advertising, public relations, marketing or other promotional roles who plan electronic communications to effectively convey marketing communication messages and support achievement of marketing 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 designed, developed and documented at least one marketing communication plan.
	     
	     
	     
	     
	     

	I have identified and confirmed marketing communication purpose and objectives, expectations, budget, timeline and target audience with client and obtained relevant client and product information.
	     
	     
	     
	     
	     

	I have undertaken and documented research on the marketing communication mix options, communicating outcomes and findings to relevant stakeholders.
	     
	     
	     
	     
	     

	I have established success measures for marketing communication plan, prepared budget and timeline proposal and presented the plan to the client.
	     
	     
	     
	     
	     

	I have sought and responded to feedback on the plan from relevant stakeholders and made amendments to the plan.
	     
	     
	     
	     
	     



[bookmark: _Toc80775168]

[bookmark: _Toc85445972]BSBMKG553 Develop public relations campaigns 
This unit describes the skills and knowledge required to develop multifaceted and potentially ongoing public relations campaigns.
The unit applies to individuals working in senior roles, who possess sound theoretical business skills and knowledge and who often have substantial experience. These individuals are also seeking to further develop their skills across a wide range of business functions.
	
	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 and documented at least one complex public relations campaign and interpreted a complex public relations brief.
	     
	     
	     
	     
	     

	I have identified the campaign’s messages, strategies, roles and responsibilities, resource requirements, and client requirements and legal and ethical constraints.
	     
	     
	     
	     
	     

	I have identified and evaluated options for a complex public relations campaign and consulted with media directories for suitable journalists and personnel.
	     
	     
	     
	     
	     

	I have undertaken risk management processes to ensure the success of the public relations campaign.
	     
	     
	     
	     
	     

	I have identified and contracted resources required to undertake the plan.
	     
	     
	     
	     
	     

	I have finalised and presented the plan to relevant stakeholders.
	     
	     
	     
	     
	     



[bookmark: _Toc80775169]

[bookmark: _Toc85445973]BSBMKG554 Plan and develop public relations publications 
This unit describes the skills and knowledge required to plan and develop the design, production, implementation and evaluation of public relations publications, in accordance with organisational requirements.
The unit applies to individuals who possess a sound theoretical knowledge base in public relations management and demonstrate a range of managerial skills to ensure that public relations functions are effectively conducted in an organisation or business area. In this role, individuals may either manage the publication process independently or coordinate the activities of people working under their supervision.
	
	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, tested and evaluated at least one public relations document.
	     
	     
	     
	     
	     

	I have identified and undertaken research to determine the objectives, needs and audience for public relations publications.
	     
	     
	     
	     
	     

	I have analysed and selected criteria for segmenting audience according to research findings and objectives.
	     
	     
	     
	     
	     

	I have developed and documented a target audience profile.
	     
	     
	     
	     
	     

	I have documented and obtained agreement on publication objectives, central message, budget and resource requirements, timelines and suppliers from relevant personnel according to legal and regulatory requirements.
	     
	     
	     
	     
	     

	I have designed and written publication text according to communication objectives and organisational style.
	     
	     
	     
	     
	     

	I have distributed publication according to public relations plan and legal and regulatory requirements.
	     
	     
	     
	     
	     

	I have developed criteria to test and evaluate the success of the publication, sought feedback from stakeholders and documented the evaluation.
	     
	     
	     
	     
	     



[bookmark: _Toc80775170]

[bookmark: _Toc85445974]BSBMKG555 Write persuasive copy
This unit describes the skills and knowledge required to interpret a creative brief and evaluate a range of innovative options to write persuasive copy.
The unit applies to individuals who use well-developed advertising skills and a broad knowledge base to communicate messages in a wide range of contexts. In this role, individuals may develop copy individually or may work in a supervisory, management or freelancing capacity coordinating a team of writers.
	
	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 written at least two persuasive contents for audio and digital.
	     
	     
	     
	     
	     

	I have identified the objectives, timelines, budget and writing techniques according to the creative brief.
	     
	     
	     
	     
	     

	I have evaluated and selected design and copy options in line with the creative brief. 
	     
	     
	     
	     
	     

	I have developed content and sought feedback from stakeholders and sought approval of final content prior to release.
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