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[bookmark: _Toc75166268][bookmark: _Toc94624917]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: _Toc94624918]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: _Toc80775150][bookmark: _Toc94624919]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.
	[bookmark: Text2]     
	     
	     
	     
	     

	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: _Toc80775174]


[bookmark: _Toc80775224][bookmark: _Toc94624920]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.
	     
	     
	     
	     
	     


[bookmark: _Toc80775120]


[bookmark: _Toc94624921]BSBFIN601 Manage organisational finances
This unit describes the skills and knowledge required to undertake budgeting, financial forecasting and reporting. This unit also describes the skills and knowledge required to allocate and manage resources to achieve the required outputs for the business unit. It includes contributing to reviewing financial information, analysing financial risks, preparing a budget and reporting on financial activity.
The unit applies to individuals who have managerial responsibilities which include overseeing the management of financial and other resources across a business unit, a series of business units or teams, or an organisation. It covers all areas of broad financial management. In a larger organisation this work would be supported by specialists in financial management.
	
	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 finances of at least one organisation or work area.
	     
	     
	     
	     
	     

	I have analysed previous financial reports, business plan and cash flow trends.
	     
	     
	     
	     
	     

	I have analysed existing software and its suitability to the organisations needs.
	     
	     
	     
	     
	     

	I have developed and monitored budgets and collaborated with stakeholders to ensure their understanding.
	     
	     
	     
	     
	     

	I have ensured appropriate financial controls to minimise risk to the organisation.
	     
	     
	     
	     
	     

	I have identified and worked to ensure compliance with financial reporting and legislative requirements.
	     
	     
	     
	     
	     

	I have evaluated the effectiveness of financial processes and systems and made recommendations for improvements.
	     
	     
	     
	     
	     


[bookmark: _Toc80775137]


[bookmark: _Toc80775140][bookmark: _Toc94624922]BSBHRM614 Contribute to strategic workforce planning
This unit describes the skills and knowledge required to contribute to development, implementation and maintenance of a strategic approach to workforce planning in an organisation ensuring that there is the structure and staff in place to meet current and foreseeable organisational objectives.
The unit applies to individuals employed as human resource practitioners with knowledge of human resources and organisational 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 analysed strategic plans, trends and emerging practices that may have an impact on the workforce, relevant technology and the organisational environment to determine strategic workforce direction, objectives and targets.
	     
	     
	     
	     
	     

	I have consulted with relevant stakeholders and collaboratively developed, implemented, monitored and reviewed a strategic workforce plan including budget, priorities, timelines, objectives, cost benefit analysis, risk management and evaluation strategies.
	     
	     
	     
	     
	     

	I have utilised input from consultations with stakeholders into the strategic workforce plan and obtained senior management support for plan.
	     
	     
	     
	     
	     

	I have worked with relevant stakeholders to ensure that the plan is implemented according to organisational objectives.
	     
	     
	     
	     
	     

	I have recommended improvements and changes to the plan to account for changing circumstances.
	     
	     
	     
	     
	     


[bookmark: _Toc80775253]


[bookmark: _Toc94624923]BSBCRT611 Apply critical thinking for complex problem solving
This unit describes the skills and knowledge required to apply critical thinking in order to develop solutions to complex issues arising in the workplace. The unit applies to individuals who are required to think critically in order to develop structured and innovative solutions to overcome complex organisational issues. Individuals in these roles operate with a high degree of autonomy and may undertake non-standard work tasks involving escalated risks. These individuals are often responsible for 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 identified and documented complex issues requiring resolution and applied risk management to the issue.
	     
	     
	     
	     
	     

	I have undertaken and documented research into the issue.
	     
	     
	     
	     
	     

	I have facilitated consultation and brainstorming sessions with stakeholders in relation to the issue.
	     
	     
	     
	     
	     

	I have formulated solutions using critical thinking techniques and determined and documented the advantages and limitations of possible solutions.
	     
	     
	     
	     
	     

	I have applied decision making techniques to reach the most viable solution and prepared a report or presentation to stakeholders relating to the viable solution.
	     
	     
	     
	     
	     

	I have sought feedback on the solution including the development and use of a feedback register.
	     
	     
	     
	     
	     

	I have sought necessary approvals to implement the solution.
	     
	     
	     
	     
	     



[bookmark: _Toc80775254]

[bookmark: _Toc80775255][bookmark: _Toc94624924]BSBOPS601 Develop and implement business plans
This unit describes the skills and knowledge required to lead a business operation that covers the steps required to develop and implement business plans. 
The unit applies to individuals who are running an organisation or who take a senior role in determining the effective functioning and success of the organisation. These individuals may oversee the work of a number of teams and other 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 analysed and researched business vision, mission, values, objectives, goals, competitors, financial targets, management arrangements and marketing approaches.
	     
	     
	     
	     
	     

	I have documented a robust and complete business plan.
	     
	     
	     
	     
	     

	I have documented an analysis of the strengths and weaknesses of the business plan.
	     
	     
	     
	     
	     

	I have communicated the business plan to all relevant stakeholders.
	     
	     
	     
	     
	     

	I have tested and refined performance measurement systems.
	     
	     
	     
	     
	     

	I have prepared reports on key aspects of the business including variances and issues.
	     
	     
	     
	     
	     

	I have identified and coached underperforming staff.
	     
	     
	     
	     
	     

	I have established monitoring, review and evaluation processes in line with the business plan.
	     
	     
	     
	     
	     





[bookmark: _Toc75169183][bookmark: _Hlk74932429][bookmark: _Toc94624925]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: _Toc80775266][bookmark: _Toc94624926]
BSBTEC601 Review organisational digital strategy
This unit describes the skills and knowledge required to review an organisation’s digital strategy and assess whether it is fulfilling its objectives according to relevant performance indicators.
The unit applies to individuals who are responsible for reviewing the operation and effectiveness of an organisation’s digital strategy to ensure the strategy remains according to organisation’s 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 reviewed, developed and distributed recommendations relating to the digital strategy of an organisation or work area.
	     
	     
	     
	     
	     

	I have prepared and implemented a review methodology which details established review criteria, organisational objectives and the information to be collected.
	     
	     
	     
	     
	     

	I have organised, interpreted and evaluated collected information against established review criteria according to review plan and organised information for analysis.
	     
	     
	     
	     
	     

	I have reviewed and discussed outcomes and findings of the analysis with relevant stakeholders, sought feedback and clarification and prepared recommendations for actions to improve the digital strategy.
	     
	     
	     
	     
	     

	I have documented, distributed and presented the outcomes and recommendations of the review of the organisations digital strategy. 
	     
	     
	     
	     
	     





[bookmark: _Toc80775265][bookmark: _Toc94624927]BSBSUS601 Lead corporate social responsibility
This unit describes the skills and knowledge required to consult with stakeholders to develop, implement and evaluate corporate social responsibility policy in an organisation.
The unit applies to individuals working in senior roles in diverse contexts who have responsibility for ensuring an organisation is positioned to ensure its long-term viability and success.
	
	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, monitored and evaluated corporate social responsibility for two areas or opportunities.
	     
	     
	     
	     
	     

	I have documented the drivers of CSR and identified barriers and benefits to the organisation.
	     
	     
	     
	     
	     

	I have identified, consulted and communicated with relevant stakeholders to develop CSR objectives and policy that align to organisational goals.
	     
	     
	     
	     
	     

	I have developed change management provisions for corporate social responsibility strategy.
	     
	     
	     
	     
	     

	I have incorporated the organisations social responsibility strategy into required organisational systems, procedures and processes.
	     
	     
	     
	     
	     

	In consultation with stakeholders, I have conducted a review of CSR integration.
	     
	     
	     
	     
	     

	I have evaluated corporate social responsibility against organisational sustainability objectives and recommended improvements to corporate social responsibility policy and practices.
	     
	     
	     
	     
	     





[bookmark: _Toc80775262][bookmark: _Toc94624928]BSBSTR602 Develop organisational strategies
This unit describes the skills and knowledge required to establish the strategic direction of the organisation, sustain competitive advantage and enhance competitiveness. It covers analysis and interpretation of relevant markets, capability assessment of the organisation and analysis of the organisation’s existing and potential competitors and allies. It also covers implementing the strategic plan and developing specific actions and initiatives that will be undertaken by people working in various roles.
The unit applies to individuals working in senior roles in the organisation who have responsibility for ensuring that the organisation is positioned to ensure its long-term viability and success.
	
	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

	In consultation with stakeholders, I have undertaken a strategic planning process and developed and documented an organisations strategic direction, vision and mission in a strategic organisational plan.
	     
	     
	     
	     
	     

	In consultation with stakeholders, I have analysed the organisations internal and external environment and undertaken a capability assessment of competitors.
	     
	     
	     
	     
	     

	I have established cooperative ventures, that are supported by risk and cost benefit analyses, according to organisational vision, mission and values and provide for due diligence, where required.
	     
	     
	     
	     
	     

	I have documented and monitored a risk management plan and strategies.
	     
	     
	     
	     
	     

	I have detailed each strategy with priorities, timeframes, responsibilities and measurable performance indicators. 
	     
	     
	     
	     
	     

	I have communicated, implemented and monitored the strategic organisational plan.
	     
	     
	     
	     
	     

	I have evaluated achievement of objectives at agreed milestones with relevant stakeholders.
	     
	     
	     
	     
	     

	I have monitored and evaluated the implementation of strategic plan and made refinements.
	     
	     
	     
	     
	     

	I have reviewed the effectiveness of strategic planning processes and identified opportunities for improvement.
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