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[bookmark: _Toc75166268][bookmark: _Toc94625843]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: _Toc94625844]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: _Toc94625845]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: _Toc80775253][bookmark: _Toc94625846]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: _Toc94625847]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: _Toc94625848]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: _Toc75169180][bookmark: _Hlk74933886][bookmark: _Toc94625849]
 BSBPEF501 Manage personal and professional development
This unit describes the skills and knowledge required to create systems and process to organise information and prioritise tasks. It applies to individuals working in managerial positions who have excellent organisational skills. The work ethic of individuals in this role has a significant impact on the work culture and patterns of behaviour of others as managers at this level are role models in their work environment.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have used business technology to create and use systems and processes to organise and prioritise tasks and commitments.
	     
	     
	     
	     
	     

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

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

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

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

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

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




[bookmark: _Toc75167063][bookmark: _Hlk74932561][bookmark: _Toc94625850]BSBCRT511 Develop critical thinking in others
This unit describes the skills and knowledge required to develop critical and creative thinking skills in others within a workplace context.
The unit applies to individuals who are developing and coaching others, for whom critical thinking skills (including analysis, synthesis, and evaluation) are an important part of their job roles. This unit applies to individuals who are typically responsible for leading teams.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have developed an environment within a workplace that supports the application of critical and creative thinking methods.
	     
	     
	     
	     
	     




	I have identified and team learning needs in relation to critical and creative thinking skills and facilitated learning opportunities to meet those needs.
	     
	     
	     
	     
	     

	I have clearly articulated key features of critical and creative thinking concepts (including analysis, synthesis, and evaluation) to team members in a way that is easily understood by diverse learner groups.
	     
	     
	     
	     
	     




	I have set tasks and created opportunities for team members to apply critical and creative thinking skills (including analysis, synthesis, and evaluation) to workplace problems and provided feedback to team members on their performance.
	     
	     
	     
	     
	     

	I have gathered feedback from stakeholders and analysed current organisational systems to identify gaps or barriers to critical and creative thinking and recommended improvements.
	     
	     
	     
	     
	     





[bookmark: _Toc89106535][bookmark: _Toc94625851]BSBLDR602 Provide leadership across the organisation
This unit describes the skills and knowledge required to demonstrate senior leadership behaviour and personal and professional competence. Business ethics are also addressed in this unit. The unit applies to individuals who have a role in modelling professionalism in their organisation and industry and inspiring and motivating others to achieve organisational goals. Leadership is seen in the context of the organisational mission.
	
	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 communicated the organisation’s objectives, values and standards to a range of stakeholders using appropriate media and language (for at least two individuals and one team).
	     
	     
	     
	     
	     

	I have documented the links between organisational strategy and relevant groups and individuals.
	     
	     
	     
	     
	     

	I have documented the expectations of internal and external stakeholders in relation to the organisational strategy.
	     
	     
	     
	     
	     

	I have made improvements to organisational and workplace policies and procedures.
	     
	     
	     
	     
	     

	I have represented the organisation in the media and in the community.
	     
	     
	     
	     
	     

	I have demonstrated ethical conduct and professional competence.
	     
	     
	     
	     
	     

	I have encouraged others to adopt business ethics and build their commitment to the organisation.
	     
	     
	     
	     
	     

	I have assigned accountabilities, responsibilities and resources to teams according to competencies and operational plans.
	     
	     
	     
	     
	     

	I have encouraged and facilitated innovation in the work environment.
	     
	     
	     
	     
	     

	I have engaged in professional development activities and industry and professional networks and groups.
	     
	     
	     
	     
	     





[bookmark: _Toc80775289][bookmark: _Toc94625852]BSBSTR601 Manage innovation and continuous improvement
This unit describes the skills and knowledge required to sustain and develop an environment in which continuous improvement, innovation and learning are promoted and rewarded.
The unit applies to individuals with managerial responsibilities who aim to build a better and more effective work environment. Continuous improvement and innovation have links with the model of the learning organisation and people working at this level play an important role in building the culture, values and attitudes of the 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 and promoted innovation and continuous improvement for an organisation or work area on at least one occasion.
	     
	     
	     
	     
	     

	I have facilitated contributions to and communications about continuous improvement and innovation.
	     
	     
	     
	     
	     

	I have analysed performance reports and variance from organisational plans and identified and analysed changing trends and opportunities relevant to the workplace.
	     
	     
	     
	     
	     

	I have identified opportunities for improvement in supply chains, operational and service systems and consulted with stakeholders.
	     
	     
	     
	     
	     

	I have undertaken risk management and cost-benefit analysis for options.
	     
	     
	     
	     
	     

	I have promoted the value of creativity, innovation and sustainability and recognising successes and supported the testing and trialling of new ideas.
	     
	     
	     
	     
	     

	I have identified learning opportunities, provided coaching and mentoring to team members on ways that can contribute to continuous improvement and be innovative.
	     
	     
	     
	     
	     

	I have confirmed objectives, timeframes, measures and implemented communication plans to manage implementation of innovative processes.
	     
	     
	     
	     
	     

	I have addressed the impact of change and consequences for people and implemented transition plans and contingency plans.
	     
	     
	     
	     
	     

	I have used relevant knowledge management systems to ensure learning from activities are captured and managed.
	     
	     
	     
	     
	     

	I have evaluated continuous improvement systems and processes and innovation on a regular basis.
	     
	     
	     
	     
	     

	I have identified and communicated with stakeholders the costs and benefits of innovations and improvements.
	     
	     
	     
	     
	     

	I have established rewards for continuous improvement, innovation and learning within the organisation.
	     
	     
	     
	     
	     

	I have sought and responded to feedback from relevant stakeholders’ on the systems and processes for continuous improvement, innovation and learning.
	     
	     
	     
	     
	     





[bookmark: _Toc80775260][bookmark: _Toc94625853]BSBPMG633 Provide leadership for the program
This unit describes the skills and knowledge required to provide leadership for the program. It covers leadership strategies to motivate and inspire individuals and organisations to work constructively toward attainment of program benefits through consolidating program vision, managing risks and supporting staff.
The unit applies to individuals who are program managers and those managing a suite of projects (a program). They operate within assigned authority levels, are responsible for their own performance and sometimes the performance of others.
Individuals in this role may be operating within an organisation, a 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 provided leadership for a program of work including establishing the program vision and environment, managing risks and supporting staff development.
	     
	     
	     
	     
	     

	I have undertaken stakeholder analysis and communication to identify and manage stakeholder objectives and expectations and documented and implemented a stakeholder engagement plan.
	     
	     
	     
	     
	     

	I have identified and addressed threats to socially responsible practice within the program and developed policies and procedures to guide team member to report breaches of socially responsible practice.
	     
	     
	     
	     
	     

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

	I have developed and maintained plans for identifying, capturing, disseminating and exchanging knowledge.
	     
	     
	     
	     
	     

	I have implemented strategies to support the reflection on and review of practices and activities.
	     
	     
	     
	     
	     

	I have provided coaching to stakeholders to ensure the attainment of program benefits.
	     
	     
	     
	     
	     

	I have documented the evaluation of outcomes and identified opportunities for improvement.
	     
	     
	     
	     
	     

	I have sought feedback from relevant stakeholders on leadership skills and processes.
	     
	     
	     
	     
	     

	I have treated stakeholders fairly and equitably and ensured confidence, trust and ethical and sustainable practices.
	     
	     
	     
	     
	     



[bookmark: _Toc80775261][bookmark: _Toc94625854]BSBPMG637 Engage in collaborative alliances
This unit describes the skills and knowledge required to enable a program manager to engage in collaborative alliances. It includes identifying opportunities and forging alliances with other organisations to facilitate attainment of program benefits.
Collaborative alliances are significantly different in focus and content from commercial contracts in that the parties operate as partners with shared interests and a higher degree of joint decision-making. Collaborative agreements often involve organisations that are part of the same legal entity such as business units of the same corporation or departments of the same government.
The unit applies to individuals who are program managers and those managing a suite of projects (a program). They operate within assigned authority levels, are responsible for their own performance, program outcomes, and sometimes the performance of others.
Individuals in this role may be operating within an organisation, a 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 identified, initiated and engaged in collaborative alliances and assessed their effectiveness.
	     
	     
	     
	     
	     

	I have approved and reviewed each formal agreement to ensure continuation of envisaged value and to identify potential need for changes and additions according to organisational policies and procedures.
	     
	     
	     
	     
	     

	I have developed and documented collaboration plans for agreements to support implementation.
	     
	     
	     
	     
	     

	I have supported and nurtured collaborative arrangements and established sound working relationships with collaborators.
	     
	     
	     
	     
	     

	I have assessed the performance of all parties to an agreement against organisational and program objectives and expected results and addressed variances.
	     
	     
	     
	     
	     

	I have documented changes to agreements as required.
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