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[bookmark: _Toc75011402]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: _Hlk74933261][bookmark: _Toc75011403]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: _Toc75011404]BSBTWK503 Manage meetings
This unit describes the skills and knowledge required to manage a range of meetings including overseeing the meeting preparation processes, chairing meetings, organising the minutes and reporting meeting outcomes.
The unit applies to individuals employed in a range of work environments who are required to organise and manage meetings within their workplace. These individuals may work as senior administrative staff or may be individuals with responsibility for conducting and chairing meetings in the workplace.
	[bookmark: _Hlk17994811]
	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, taken part in and chaired a minimum of two meetings.
	     
	     
	     
	     
	     

	I have identified and invited meeting participants and confirmed the arrangements for meetings.
	     
	     
	     
	     
	     

	I have developed and distributed agendas and papers for meetings.
	     
	     
	     
	     
	     

	I have encouraged participation, discussion, problem solving and issue resolution during the meetings.
	     
	     
	     
	     
	     

	I have checked transcribed meeting notes to ensure they reflect a true and accurate record of the meeting and are formatted and edited in accordance with organisational procedures and meeting conventions.
	     
	     
	     
	     
	     

	I have followed up after meetings to ensure action items are undertaken and reported on meeting outcomes as required.
	     
	     
	     
	     
	     

	I have recorded and stored meeting documentation.
	     
	     
	     
	     
	     






[bookmark: _Toc75011405]BSBAUD412 Work within compliance frameworks
This unit describes the skills and knowledge required to identify statutory, legislative and regulatory requirements and relate them to individual work practices to ensure ongoing adherence to the compliance framework.
The unit applies to individuals who carry out work in accordance with the compliance framework applying to a particular job role, occupation or profession.
	
	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 applied personal compliance requirements for a job role on at least two occasions.
	     
	     
	     
	     
	     

	I have identified and documented legislative and regulatory requirements for an organisation.
	     
	     
	     
	     
	     

	I have discussed ethical considerations with relevant stakeholders.
	     
	     
	     
	     
	     

	I have sought and actioned feedback on personal compliance and discussed this with relevant personnel.
	     
	     
	     
	     
	     

	I have analysed and actioned changes in compliance requirements relevant to my role.
	     
	     
	     
	     
	     


[bookmark: _Toc73517781][bookmark: _Toc75011406]BSBAUD511 Initiate quality audits
This unit describes the skills and knowledge required to initiate and organise quality audits. It covers assessing the scope and objectives of quality audits; communicating with the auditees and developing and submitting a quality audit plans.
The unit applies to individuals who have an established knowledge base in quality auditing, and who are proficient in using a range of quality auditing and managerial techniques to initiate quality audits. Individuals may also supervise and monitor the processes and outcomes of others working in a quality audit 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 prepared audit plans on at least two different occasions for auditees.
	     
	     
	     
	     
	     

	I have determined and discussed audit objectives and scope of the quality audit with the auditees, clients and all other relevant stakeholders.
	     
	     
	     
	     
	     

	I have proposed audit methods and techniques to be used ensuring agreement with relevant stakeholders.
	     
	     
	     
	     
	     

	I have outlined audit processes to establish the sequence of audit activities, the priorities of the audits and the roles of the auditors and auditees in the process.
	     
	     
	     
	     
	     

	I have identified and confirmed the required resources for the audits with relevant stakeholders.
	     
	     
	     
	     
	     

	I have assigned roles and responsibilities to audit team members and prepared them for the audits.
	     
	     
	     
	     
	     

	I have identified and prepared checklists and audit related documentation including the agenda of the entry meetings.
	     
	     
	     
	     
	     

	I have developed quality audit plans according to established scope and objectives and submitted the documented plans to the auditees.
	     
	     
	     
	     
	     



[bookmark: _Toc73517782]

[bookmark: _Toc75011407]BSBAUD512 Lead quality audits
This unit describes the skills and knowledge required to lead audit teams as they conduct quality audits. It covers conducting entry and exit meetings; identifying and gathering relevant information; managing audit team resources; and providing feedback to audit team members on their performance.
The unit applies to individuals who have a well-established knowledge of quality auditing and who are proficient in using a range of quality auditing and managerial techniques to supervise quality audit 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 demonstrated leadership and management of a quality auditing team on at least two occasions.
	     
	     
	     
	     
	     

	I have identified all objectives, schedules and relevant information prior to the commencement of the audits.
	     
	     
	     
	     
	     

	I have instigated contingency actions during the audit processes.
	     
	     
	     
	     
	     

	I have managed the information gathering process of team members.
	     
	     
	     
	     
	     

	I have encouraged team members to continuously improve their performance through feedback and self-critique.
	     
	     
	     
	     
	     

	I have sought and reached agreement on corrective action reports.
	     
	     
	     
	     
	     

	I have conducted entry and exit meetings in relation to the audits.
	     
	     
	     
	     
	     

	I have analysed, synthesised and reported audit findings to relevant stakeholders.
	     
	     
	     
	     
	     



[bookmark: _Toc73517783]

[bookmark: _Toc75011408]BSBAUD513 Report on quality audits 
This unit describes the skills and knowledge required to report on the outcomes of quality audits and take appropriate follow up actions. It covers compiling audit results, preparing reports for relevant stakeholders, and negotiating follow up actions with relevant stakeholders.
The unit applies to individuals who have an established knowledge of quality auditing and are proficient in using a range of quality auditing techniques. It addresses the function performed by either an auditor having sole responsibility for the audit or an auditor required to report on quality audits as part of a quality audit 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 audit results and produced audit reports containing detailed analysis according to specified requirements on at least two occasions.
	     
	     
	     
	     
	     

	I have determined time frames for corrective actions and negotiated follow-up actions with stakeholders.
	     
	     
	     
	     
	     

	I have determined future improvements in auditing methods including evaluating the effectiveness and suitability in achieving audit objectives. 
	     
	     
	     
	     
	     



[bookmark: _Toc73517784][bookmark: _Hlk61446153]

[bookmark: _Toc75011409]BSBAUD514 Interpret compliance requirements
This unit describes the skills and knowledge required to identify and interpret the range of internal and external compliance requirements and obligations that must be fulfilled by an organisation or work area.
The unit applies to individuals who use their knowledge of compliance and skills in identifying compliance requirements to plan, carry out and evaluate their own work and/or the work of 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 analysed operations of an organisation or work area, identified areas subject to compliance requirements and reported findings, on at least three occasions.
	     
	     
	     
	     
	     

	I have researched, organised and stored information about compliance requirements.
	     
	     
	     
	     
	     

	I have discussed with stakeholders ambiguities and issues to ensure correct interpretation of compliance requirements.
	     
	     
	     
	     
	     

	I have prioritised compliance requirements and prepared assessments of implications for stakeholders.
	     
	     
	     
	     
	     


[bookmark: _Toc75011410]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: _Toc75011411]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: _Hlk75010568][bookmark: _Toc75011412]BSBOPS504 Manage business risk
This unit describes skills and knowledge required to manage risks in a range of contexts across an organisation or for a specific business unit or area in any industry setting. It applies to individuals who are working in positions of authority and are approved to implement change across the organisation, business unit, program or project area. They may or may not have responsibility for directly supervising others.
	
	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 one risk management process for an organisation or work area.
	     
	     
	     
	     
	     

	I have analysed information from a range of sources to identify the scope and context of the risk management process including stakeholder analysis, political, economic, social, legal, technological and policy context, current arrangements, objectives and critical success factors for the area included in scope.
	     
	     
	     
	     
	     

	I have consulted and communicated with relevant stakeholders to identify and assess risks, determine appropriate risk treatment actions and priorities and explain the risk management processes.
	     
	     
	     
	     
	     

	I have developed and implemented action plans to treat risks.
	     
	     
	     
	     
	     

	I have monitored and evaluated action plans and risk management processes.
	     
	     
	     
	     
	     

	I have maintained a range of risk management documentation and ensured that it is appropriately stored.
	     
	     
	     
	     
	     





[bookmark: _Toc75011413]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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