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[bookmark: _Toc75166268][bookmark: _Hlk75169106][bookmark: _Toc75169941]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: _Toc75169942]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: _Toc75169943]BSBPMG530 Manage project scope
This unit describes the skills and knowledge required to determine and manage project scope. It involves obtaining project authorisation, developing a scope management plan, and managing the application of project scope controls. It applies to individuals responsible for managing and leading a project in an organisation, business or as a consultant.
	
	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 project scope on at least two occasions.
	     
	     
	     
	     
	     

	I have completed project authorisation activities and confirmed project delegations and authorities in project governance arrangements.
	     
	     
	     
	     
	     

	I have collaborated with stakeholders to produce  scope-management plans and establish a shared understanding of desired project outcomes with relevant stakeholders.
	     
	     
	     
	     
	     

	I have implemented scope-management plans according to procedures.
	     
	     
	     
	     
	     

	I have managed the impact of scope changes within established time, cost and quality constraints according to change control procedures
	     
	     
	     
	     
	     

	I have reviewed and documented scope-management implementation and recommended improvements.
	     
	     
	     
	     
	     



[bookmark: _Toc73517855]

[bookmark: _Toc75169944]BSBPMG531 Manage project time
This unit describes the skills and knowledge required to manage time during projects. It involves determining and implementing the project schedule and assessing time management outcomes. It applies to individuals responsible for managing and leading a project in an organisation, business, or as a consultant.
	
	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 project time on at least two occasions.
	     
	     
	     
	     
	     

	I have developed work breakdown structures with sufficient detail to enable effective planning and control.
	     
	     
	     
	     
	     

	I have estimated the duration and effort, sequence and dependencies of tasks, to achieve project deliverables.
	     
	     
	     
	     
	     

	I have developed project schedules using project management tools and techniques.
	     
	     
	     
	     
	     

	I have implemented, analysed and monitored project schedules conducting ongoing analysis and forecasting.
	     
	     
	     
	     
	     

	I have developed responses to potential or actual schedule changes and implemented them to maintain project objectives.
	     
	     
	     
	     
	     

	I have conducted a review of project scheduling and recommended improvements for the future.
	     
	     
	     
	     
	     



[bookmark: _Toc73517856]

[bookmark: _Hlk75011307][bookmark: _Toc75169945]BSBPMG532 Manage project quality
This unit describes the skills and knowledge required to manage quality within projects. It involves determining quality requirements, implementing quality control and assurance processes, and using review and evaluation to make quality improvements in current and future projects. It applies to individuals responsible for managing and leading a project in an organisation, business, or as a consultant.
	
	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 project quality on at least two occasions.
	     
	     
	     
	     
	     

	I have collaborated with others to decide project quality requirements seeking input from stakeholders.
	     
	     
	     
	     
	     

	I have documented in quality management plans quality metrics for project and product output.
	     
	     
	     
	     
	     

	I have included agreed quality requirements in project management plans and implemented this as basis for performance measurement.
	     
	     
	     
	     
	     

	I have selected established quality management methods, techniques and tools to resolve quality issues.
	     
	     
	     
	     
	     

	I have implemented quality control and assurance processes for projects using a range of tools and methodologies.
	     
	     
	     
	     
	     

	I have performed quality assurance audits of project processes for compliance with agreed plans.
	     
	     
	     
	     
	     

	I have maintained quality management systems to enable accurate and timely recording of quality audit data.
	     
	     
	     
	     
	     

	I have reviewed processes and implemented agreed changes continually throughout the project life cycle to ensure continuous quality improvement.
	     
	     
	     
	     
	     

	I have reviewed project outcomes and recommended process improvements to ensure the effectiveness of quality-management processes and procedures.
	     
	     
	     
	     
	     



[bookmark: _Toc73517857][bookmark: _Toc75169946]BSBPMG533 Manage project cost
This unit describes the skills and knowledge required to identify, analyse and refine project costs to produce a budget, and to use this budget as the principal mechanism to control project cost. It applies to individuals responsible for managing and leading a project in an organisation, business, or as a consultant.
	
	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 project cost on at least two occasions.
	     
	     
	     
	     
	     

	I have determined resource requirements for individual tasks identified in the work breakdown structure, with input from stakeholders and guidance from others
	     
	     
	     
	     
	     

	I have estimated project costs to enable project budget to be prepared within agreed tolerances.
	     
	     
	     
	     
	     

	I have prepared budgets and cost-management plans for projects.
	     
	     
	     
	     
	     

	I have monitored costs across the project life cycle for two projects including solving cost variations and analysing possible alternatives.
	     
	     
	     
	     
	     

	I have recorded expenditure, created accurate financial reports and documented and reviewed cost-management processes.
	     
	     
	     
	     
	     



[bookmark: _Toc73517858]

[bookmark: _Toc75169947]BSBPMG534 Manage project human resources
This unit describes the skills and knowledge required to manage human resources related to projects. It involves planning for human resources, implementing personnel training and development, and managing the project team.
The unit applies to individuals responsible for managing and leading a project in an organisation, business, or as a consultant.
	
	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 human resources for two different projects.
	     
	     
	     
	     
	     

	I have determined resource requirements for individual tasks to determine required project personnel levels and competencies.
	     
	     
	     
	     
	     

	I have established project organisation and structure to align individual and group competencies with project tasks.
	     
	     
	     
	     
	     

	I have planned and allocated human resources to a project.
	     
	     
	     
	     
	     

	I have negotiated, defined and communicated clear project role descriptions.
	     
	     
	     
	     
	     

	I have identified, planned and implemented ongoing development and training of project team members to support personnel and project performance.
	     
	     
	     
	     
	     

	I have measured individuals' performance against agreed criteria and initiated actions to overcome shortfalls in performance.
	     
	     
	     
	     
	     

	I have managed project personnel to achieve project outcomes and monitored and reported, for remedial action, internal and external influences on individual and project team performance and morale.
	     
	     
	     
	     
	     

	I have applied human resource management (HRM) methods, techniques and tools to the project.
	     
	     
	     
	     
	     

	I have implemented procedures for interpersonal communication, counselling, and conflict resolution to maintain a positive work environment.
	     
	     
	     
	     
	     

	I have identified and managed inter-project and intra-project resource conflict to minimise impact on achievement of project objectives.
	     
	     
	     
	     
	     

	I have disbanded a project team according to organisational policies and procedures and identified and documented human resource issues and recommended improvements.
	     
	     
	     
	     
	     



[bookmark: _Toc73517859]

[bookmark: _Toc75169948]BSBPMG535 Manage project information and communication
This unit describes the skills and knowledge required to link people, ideas and information at all stages in the project life cycle. Project communication management ensures timely and appropriate generation, collection, dissemination, storage and disposal of project information through formal structures and processes.
The unit applies to individuals responsible for managing and leading a project in an organisation, business, or as a consultant.
	
	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 project information and communication for a minimum of two projects.
	     
	     
	     
	     
	     

	I have identified, analysed and documented information requirements, with input from stakeholders, as the basis for communication planning.
	     
	     
	     
	     
	     

	I have developed  communication management plans to ensure quality, validity, timeliness and integrity of information and communication.
	     
	     
	     
	     
	     

	I have managed the generation, gathering, storage, retrieval, analysis and dissemination of information by project staff and stakeholders.
	     
	     
	     
	     
	     

	I have implemented project information systems with a systematic approach to storage, searching, retrieval and archiving of relevant information.
	     
	     
	     
	     
	     

	I have implemented and maintained communication processes and networks and identified and resolved communication and information management system issues.
	     
	     
	     
	     
	     

	I have finalised and archived records according to agreed project information ownership and control requirements.
	     
	     
	     
	     
	     

	I have reviewed project outcomes and documented suggestions for improvements to managing project information and communication for future projects.
	     
	     
	     
	     
	     



[bookmark: _Toc73517860]

[bookmark: _Toc75169949]BSBPMG536 Manage project risk
This unit describes the skills and knowledge required to manage risks that may impact achievement of project objectives. It involves identifying, analysing, treating and monitoring project risks, and assessing risk management outcomes. It applies to individuals responsible for managing and leading a project in an organisation, business, or as a consultant.
	
	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 project risk on at least two occasions.
	     
	     
	     
	     
	     

	I have determined risk objectives and standards, with input from stakeholders.
	     
	     
	     
	     
	     

	I have established project risk context to inform risk management processes and identified project risks using valid and reliable risk identification methods.
	     
	     
	     
	     
	     

	I have determined risk analysis classification criteria and applied these to an agreed risk ranking system.
	     
	     
	     
	     
	     

	I have used risk analysis processes, within delegated authority, to analyse and qualify risks, threats and opportunities.
	     
	     
	     
	     
	     

	I have determined risk priorities in agreement with project clients and other stakeholders.
	     
	     
	     
	     
	     

	I have documented risk analysis outcomes for inclusion in the risk registers and risk management plans.
	     
	     
	     
	     
	     

	I have established risk treatments and controls, recorded and implemented agreed risk treatments and updated risk plans allocating risk responsibilities to project team members.
	     
	     
	     
	     
	     

	I have established regular risk review processes to maintain currency of risk plans, regularly monitored the risk environment to identify changed circumstances impacting project risks.
	     
	     
	     
	     
	     

	I have determined and implemented risk responses to changed environment and modified plans to maintain currency of risk treatments and controls.
	     
	     
	     
	     
	     

	I have reviewed project outcomes to determine effectiveness of risk-management processes and procedures and identified and documented risk management issues and recommended improvements for application to future projects.
	     
	     
	     
	     
	     



[bookmark: _Toc73517861]

[bookmark: _Toc75169950]BSBPMG537 Manage project procurement
This unit describes the skills and knowledge required to undertake procurement in projects. It applies to individuals responsible for managing and leading a project in an organisation, business, or as a consultant.
	
	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 project procurement on at least two occasions.
	     
	     
	     
	     
	     

	I have consulted and worked with others to determine procurement requirements and produce procurement management plans.
	     
	     
	     
	     
	     

	I have carried out procurement and contracting activities according to agreed processes.
	     
	     
	     
	     
	     

	I have identified and acted according to probity and project governance constraints.
	     
	     
	     
	     
	     

	I have communicated agreed proposals and/or specifications to prospective vendors to ensure clarity of understanding of project objectives and evaluated and selected vendors according to agreed selection criteria.
	     
	     
	     
	     
	     

	I have implemented procurement management plans and made modifications  in line with agreed delegations.
	     
	     
	     
	     
	     

	I have monitored activities across the life cycle and resolved issues that could affect achievement of project objectives during two projects.
	     
	     
	     
	     
	     

	I have created and maintained procurement records and documentation according to requirements of the project and organisation.
	     
	     
	     
	     
	     

	I have documented a review of procurement management processes and procedures and recommended improvements for application to future projects.
	     
	     
	     
	     
	     



[bookmark: _Toc73517862]

[bookmark: _Toc75169951]BSBPMG538 Manage project stakeholder engagement
This unit describes the skills and knowledge required to manage stakeholder relationships. It applies to individuals responsible for managing and leading a project in an organisation, business, or as a consultant.
	
	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 project stakeholder engagements across two projects.
	     
	     
	     
	     
	     

	I have identified stakeholders relevant to project objectives and segmented stakeholder interests and determined suitable forms of engagement.
	     
	     
	     
	     
	     

	I have identified and implemented actions to address differing interests.
	     
	     
	     
	     
	     

	I have ensured relevant stakeholders agree to the communication method, content and timing of engagement.
	     
	     
	     
	     
	     

	I have documented and implemented a range of appropriate stakeholder communication mechanisms for two projects.
	     
	     
	     
	     
	     

	I have distributed team work effectively to ensure defined project roles are followed.
	     
	     
	     
	     
	     

	I have identified the training needs of team members and supported the development of team members’ interpersonal skills in effective stakeholder engagement.
	     
	     
	     
	     
	     

	I have demonstrated effective team leadership for project team and stakeholders.
	     
	     
	     
	     
	     


[bookmark: _Toc73517863][bookmark: _Toc75169952]BSBPMG540 Manage project integration
This unit describes the skills and knowledge required to integrate and balance overall project management functions of scope, time, cost, quality, human resources, communications, risk and procurement across the project life cycle; and to align and track project objectives to comply with organisational goals, strategies and objectives.
It applies to individuals responsible for managing and leading a project in an organisation, business, or as a consultant.
	
	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 managed project integration on at least three occasions.
	     
	     
	     
	     
	     

	I have worked closely with others to integrate all project management functions across the project life cycle according to organisational objectives.
	     
	     
	     
	     
	     

	I have identified, clarified and prepared project initiation documentation and identified the relationship between the project and broader organisational strategies and goals.
	     
	     
	     
	     
	     

	I have negotiated and documented project objectives, outcomes and benefits and project governance structure with relevant authorities and stakeholders.
	     
	     
	     
	     
	     

	I have prepared and submitted project charters for approval by relevant authorities.
	     
	     
	     
	     
	     

	I have created a wide range of accurate project management documentation.
	     
	     
	     
	     
	     

	I have identified project stages and key requirements for stage completion against client requirements and project objectives and analysed project management functions to identify interdependencies and impacts of constraints.
	     
	     
	     
	     
	     

	I have developed project management plans that integrate all project-management functions with associated plans and baselines, established designated mechanisms to monitor and control planned activity and negotiated approval of project plan with relevant stakeholders and project authority.
	     
	     
	     
	     
	     

	I have resolved conflicts negatively affecting attainment of project objectives.
	     
	     
	     
	     
	     

	I have analysed and submitted status reports on project progress and identified issues with stakeholders and relevant authorities.
	     
	     
	     
	     
	     

	I have identified and allocated project finalisation activities, including financial, legal and contractual obligations, and made suggestions for improvements to managing project integration in the future.
	     
	     
	     
	     
	     





[bookmark: _Hlk74932429][bookmark: _Hlk74933261][bookmark: _Toc75169953]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: _Hlk75011393][bookmark: _Toc75169954]BSBSTR502 Facilitate continuous improvement
This unit describes the skills and knowledge required to lead and manage continuous improvement systems and processes. Particular emphasis is on the development of systems and the analysis of information to monitor and adjust performance strategies, and to manage opportunities for further improvements.
The unit applies to individuals who take an active role in managing a continuous improvement process in order to achieve an organisation’s objectives. At this level, work will normally be carried out using complex and diverse methods and procedures which require the exercise of considerable discretion and judgement, using a range of problem-solving and decision-making strategies.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have led and managed continuous improvement systems and processes for at least one organisation or work area.
	     
	     
	     
	     
	     

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

	I have addressed sustainability requirements within an organisation.
	     
	     
	     
	     
	     

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

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

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

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

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