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[bookmark: _Toc75166268][bookmark: _Toc75166935][bookmark: _Toc81220246]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: _Toc81220247]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: _Toc60757701][bookmark: _Toc80775217][bookmark: _Toc81220248]BSBWHS513 Lead WHS risk management
This unit describes the skills and knowledge required to lead the management of work health and safety (WHS) risks in an organisation. 
The unit includes facilitating the identification of hazards and potential hazards, leading the assessment of associated risks, selecting and implementing suitable risk controls, and evaluating the overall effectiveness of the organisational WHS risk management process. It involves communicating with stakeholders throughout the process. 
The unit applies to those in an organisation who provide specialised knowledge and guidance to a range of personnel when leading the management of WHS risks.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have planned, implemented and evaluated a systematic process for managing work health and safety (WHS) risk in a work area.
	     
	     
	     
	     
	     

	I have identified and reviewed internal and external sources of WHS information and data, including legislation, that apply to risk management processes.
	     
	     
	     
	     
	     

	I have identified duty holders, individuals and/or parties to consult with and participate in risk management processes and communicated their roles and responsibilities that impact on risk management, according to organisational and legislative requirements.
	     
	     
	     
	     
	     

	I have reviewed WHS risk-management process according to established scope and key performance indicators.
	     
	     
	     
	     
	     

	I have consulted effectively with required stakeholders using appropriate interpersonal communication skills.
	     
	     
	     
	     
	     

	I have identified, documented, communicated and implemented suitable risk controls according to organisation’s WHS management system (WHSMS) and WHS information system (WHSIS)
	     
	     
	     
	     
	     

	I have reviewed the effectiveness of implemented risk management processes according to the organisation’s WHSMS and legislative requirements, along with modifying and documenting processes and communicating the evaluation findings to relevant stakeholders.
	     
	     
	     
	     
	     



[bookmark: _Toc80775194]

[bookmark: _Toc81220249]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: _Toc80775195]

[bookmark: _Toc81220250]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: _Toc80775193]

[bookmark: _Toc81220251]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: _Toc80775190]


[bookmark: _Toc81220252]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: _Toc80775172]

[bookmark: _Toc81220253]BSBOPS502 Manage business operational plans
This unit describes the skills and knowledge required to develop and monitor the implementation of operational plans to support efficient and effective workplace practices and organisational productivity and profitability.
The unit applies to individuals who manage the work of others and operate within the parameters of a broader strategic and/or business plans.
	
	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 and implemented an operational plan for at least one business or work area using a variety of information sources and consultation (including using specialist advice if required) which includes resource requirements, key performance indicators, monitoring processes and 
contingency plans.
	     
	     
	     
	     
	     

	I have communicated effectively with relevant stakeholders to explain the plan and supporting information, sought approvals, negotiated variations and engaged work teams.
	     
	     
	     
	     
	     

	I have developed and implemented strategies to ensure that employees are recruited and/or inducted within the organisation’s human resources management policies, practices and procedures.
	     
	     
	     
	     
	     

	I have developed and implemented strategies to ensure that physical resources and services are acquired in accordance with the organisation’s policies, practices and procedures.
	     
	     
	     
	     
	     

	I have recognised and incorporated requirements for intellectual property rights and responsibilities in recruitment and acquisition of resources and services.
	     
	     
	     
	     
	     

	I have developed, monitored and reviewed performance systems and processes to assess progress in achieving profit and productivity plans and targets.
	     
	     
	     
	     
	     

	I have analysed and interpreted budget and actual financial information to monitor and review profit and productivity performance and identified areas of under-performance, recommended solutions and taken prompt action to rectify the situation.
	     
	     
	     
	     
	     

	I have planned and implemented systems to ensure that mentoring and coaching are provided to support individuals and teams to effectively, economically and safely use resources.
	     
	     
	     
	     
	     



[bookmark: _Toc80775315]

[bookmark: _Toc81220254]CPCCBC4001 Apply building codes and standards to the construction process for Class 1 and 10 buildings
This unit of competency specifies the skills and knowledge required to access, interpret and apply relevant building codes and standards applicable to the National Construction Code (NCC) Classes 1 and 10 buildings, to a maximum of two storeys. It includes knowledge of the structure of the NCC, as well as the ability to access relevant information from the code as applicable to various building projects.
It applies to builders, site managers and related construction industry professionals responsible for ensuring compliance with building codes and standards related to residential construction projects.
This unit of competency is suitable for those using specialised knowledge to complete routine and non-routine tasks and using their own judgement to deal with predictable and sometimes unpredictable problems.
	
	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 determined the type of construction and use of building from construction plans and specifications and class of building using National Construction Code (NCC) classifications.
	     
	     
	     
	     
	     

	I have identified current building and construction codes and Australian Standards relevant to the building project.
	     
	     
	     
	     
	     

	I have applied NCC Performance Requirements in relation to the design and construction of the building
	     
	     
	     
	     
	     

	I have applied Performance Solutions to ensure that construction complies with NCC Performance Requirements.
	     
	     
	     
	     
	     

	I have identified faults and problems and proposed actions to rectify.
	     
	     
	     
	     
	     

	I have inspected a building to determine fire protection compliance with NCC and other legislative requirements.
	     
	     
	     
	     
	     



[bookmark: _Toc80775316]

[bookmark: _Toc81220255]CPCCBC4053 Apply building codes and standards to the construction process for Class 2 to 9 Type C buildings
This unit of competency specifies the skills and knowledge required to access, interpret and apply relevant building codes and standards applicable to National Construction Code (NCC) Class 2 to 9 Type C building projects. It includes knowledge of the structure of the NCC, as well as the ability to access relevant information from the code as applicable to various building projects.
It applies to builders, site managers and related construction industry professionals responsible for ensuring compliance with building codes and standards related to Class 2 to 9 Type C construction projects.
This unit of competency is suitable for those using specialised knowledge to complete routine and non-routine tasks and using their own judgement to deal with predictable and sometimes unpredictable problems.
	
	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 determined the type of construction and use of building from construction plans and specifications and class of building using National Construction Code (NCC) classifications including one Class 2, 3 or 9 and one Class 5 to 8.
	     
	     
	     
	     
	     

	I have identified current building and construction codes and Australian Standards relevant to two Type C building projects.
	     
	     
	     
	     
	     

	I have applied NCC Performance Requirements in relation to the design and construction of the buildings.
	     
	     
	     
	     
	     

	I have applied Performance Solutions to ensure that construction complies with NCC Performance Requirements.
	     
	     
	     
	     
	     

	I have identified faults and problems and proposed actions to rectify.
	     
	     
	     
	     
	     

	I have inspected two Type C buildings (one Class 2, 3 or 9 and one Class 5 to 8) to determine fire protection compliance with NCC and other legislative requirements.
	     
	     
	     
	     
	     



[bookmark: _Toc80775317][bookmark: _Toc81220256]CPCCBC5002 Monitor costing systems on complex building and construction projects
This unit of competency specifies the skills and knowledge required to monitor costing systems for building and construction projects. It includes processes and practices involved in controlling costs, and the production and maintenance of expenditure schedules and other arrangements, to ensure contracts or projects remain on budget.
This unit of competency applies to builders, senior managers in building and construction firms, and other construction industry personnel who work independently and in groups to investigate, evaluate and report project costing.
	
	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 monitored the costing systems for a Class 2 to 9 Type A building and construction project.
	     
	     
	     
	     
	     

	I have defined cost estimates appropriate to contract requirements and accurately translated into the correct cost centres.
	     
	     
	     
	     
	     

	I have undertaken risk assessments and compared estimated costs with estimated risks.
	     
	     
	     
	     
	     

	I have identified critical financial phases of the project and matched cash flows to expenditure.
	     
	     
	     
	     
	     

	I have produced schedules of expenditure from comparing the extent of actual costs to estimated cost.
	     
	     
	     
	     
	     

	I have produced accurate and timely financial reporting in the format required by the organisation.
	     
	     
	     
	     
	     

	I have prepared interim payment claims and rise and fall calculations for contractors and subcontractors.
	     
	     
	     
	     
	     

	I have prepared projected S curve to show cash flow and resource control.
	     
	     
	     
	     
	     

	I have prepared and compared projected cash flows and payments using time risk and cost risk and calculated pessimistic overdraft requirements.
	     
	     
	     
	     
	     

	I have compared network budget costs to actual costs in the tender calculations.
	     
	     
	     
	     
	     

	I have planned and continuously revised the schedules of payments and cash flows to match contract performance and efficiency.
	     
	     
	     
	     
	     

	I have identified and analysed reasons for cost variations and taken and recorded remedial actions to retain contract financial compliance.
	     
	     
	     
	     
	     

	I have prepared final cost reports and adjusted organisational rates as required, based on the final cost report and current movements in prices and rates.
	     
	     
	     
	     
	     



[bookmark: _Toc80775318][bookmark: _Toc81220257]CPCCBC5005 Select and manage building and construction contractors
This unit of competency specifies the skills and knowledge required to select and manage building and construction contractors. It includes identifying and quantifying project resource needs and engaging with contractors to determine contract conditions and evaluating their performance.
This unit of competency applies to builders and senior managers within building and construction firms and other construction industry personnel who engage and manage various contractors with diverse occupations.
	
	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 determined, managed, prioritised and documented subcontractor requirements based on expected work sequence and volume.
	     
	     
	     
	     
	     

	I have researched industrial relations legislation and contract legal matters to clarify workplace obligations and subcontractor rights that impact on operations.
	     
	     
	     
	     
	     

	I have conducted and managed task analyses to identify competences from the nature of the work to be done and organisational structure.
	     
	     
	     
	     
	     

	I have determined the type and number of subcontractors and developed a formal subcontractor structure for the project.
	     
	     
	     
	     
	     

	I have established terms and conditions for subcontractor engagement.
	     
	     
	     
	     
	     

	I have managed the subcontractor selection, engagement and appointment process to meet project timeframes.
	     
	     
	     
	     
	     

	I have developed a management plan for each subcontractor to enhance their ability to meet contractual obligations.
	     
	     
	     
	     
	     

	I have undertaken reviews of subcontractor performance and taken action when performance has been below standard.
	     
	     
	     
	     
	     

	I have introduced and managed feedback and appeal systems to ensure that subcontractors can challenge review outcomes.
	     
	     
	     
	     
	     



[bookmark: _Toc80775319]


[bookmark: _Toc81220258]CPCCBC5007 Administer the legal obligations of a building and construction contractor
This unit of competency specifies the skills and knowledge required to administer the legal obligations of a building and construction contractor, as either party to a contract. It includes maintaining legal obligations, licensing and registration, and managing systems for ensuring compliance with legislation.
It applies to National Construction Code (NCC) classifications:
· Residential - Class 1 and 10 buildings, maximum three storeys
· Commercial - Class 2 to 9, Type B and C.
This unit of competency applies to builders, senior managers within building and construction organisations and other construction industry personnel responsible for administering and ensuring contractor obligations and responsibilities are fulfilled for building and construction projects.
	
	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 investigated and met the legal responsibilities of operating a construction business and completed, submitted and maintained accurate and secure legal documents and records.
	     
	     
	     
	     
	     

	I have identified and interpreted relevant industrial awards for the hiring of staff or labour and determined contracts of employment on a case-by-case basis and implemented the principles and legalities of workplace agreements.
	     
	     
	     
	     
	     

	I have applied equal opportunity principles in all aspects of recruitment and selection of staff and other personnel.
	     
	     
	     
	     
	     

	I have followed procedures for employment termination and redundancy.
	     
	     
	     
	     
	     

	I have established, documented and implemented dispute resolution processes.
	     
	     
	     
	     
	     

	I have identified and implemented workers compensation policies.
	     
	     
	     
	     
	     

	I have implemented safe systems of work and provided information and training to workers relating to their rights, responsibilities and safe work systems.
	     
	     
	     
	     
	     

	I have investigated and applied for necessary approvals or permits from WHS authority prior to work commencing.
	     
	     
	     
	     
	     

	I have facilitated and implemented rehabilitation arrangements for employees returning from injury or illness.
	     
	     
	     
	     
	     

	I have collected, recorded and made taxation and Goods and Services Tax (GST) payments in compliance with Australian Taxation Office (ATO) requirements.
	     
	     
	     
	     
	     

	I have calculated and contributed individual worker’s superannuation entitlements.
	     
	     
	     
	     
	     

	I have evaluated and attained adequate personnel, property and project work insurance policies.
	     
	     
	     
	     
	     

	I have implemented and maintained consumer fair trading practices ethically, effectively and efficiently.
	     
	     
	     
	     
	     

	I have introduced and used renewable and low energy materials as a primary aim, wherever possible, over non-renewable and high energy materials.
	     
	     
	     
	     
	     

	I have implemented processes to ensure compliance with environmental protection and sustainability requirements.
	     
	     
	     
	     
	     

	I have established and maintained good human relations with contracted employees, subcontractors and other stakeholders.
	     
	     
	     
	     
	     



[bookmark: _Toc80775320]

[bookmark: _Toc81220259]CPCCBC5019 Manage building and construction business finances
This unit of competency specifies the skills and knowledge required to manage and administer finances within a building and construction business. It includes managing business financial risks, revenue and expenditure and meeting statutory financial obligations.
This unit of competency applies to builders, site supervisors and related construction industry professionals responsible for managing organisational finance systems to ensure the financial viability of a building and construction business.
	
	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 business finances for a building and construction business over at least six months of business activity and including at least one building and construction project.
	     
	     
	     
	     
	     

	I have scheduled, monitored and processed incoming and outgoing payments over a six month period.
	     
	     
	     
	     
	     

	I have managed  budgeting, cash flow and debt recovery over a six month period.
	     
	     
	     
	     
	     

	I have lodged monthly, quarterly or annual statements and paid tax and workplace liabilities for the registered business.
	     
	     
	     
	     
	     

	I have conducted and documented a business financial risk assessment.
	     
	     
	     
	     
	     

	I have reviewed project budgets and scheduled progress payments to schedule project expenses over the life of the project.
	     
	     
	     
	     
	     

	I have managed the receipt of revenue and progress payments, and actioned processes for outstanding debt.
	     
	     
	     
	     
	     

	I have monitored the financial health of the business regularly to identify potential problems and taken appropriate action.
	     
	     
	     
	     
	     

	I have introduced options to improve the financial position of the business.
	     
	     
	     
	     
	     

	I have processed payments to employees on time and contractors and suppliers by the due date.
	     
	     
	     
	     
	     



[bookmark: _Toc80775321]


[bookmark: _Toc81220260]CPCCBC4003 Select, prepare and administer a construction contract
This unit of competency specifies the skills and knowledge required to select, prepare and administer contracts for commercial and residential construction projects. It includes contract selection, administration of a range of documents related to the contract and identifying causes of breach of contract.
It applies to National Construction Code (NCC) classifications:
· Residential - Class 1 and 10 buildings, maximum two storeys
· Commercial - Class 2 to 9, Type C only constructions.
It applies to builders, estimators and project and site managers who interpret complex documents and communicate clearly and succinctly during contract negotiations.
This unit of competency is suitable for people operating with autonomy. A person working at this level would be expected to take responsibility for selecting and preparing construction contracts.
	
	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 selected, prepared and administered at least one contract for a construction project.
	     
	     
	     
	     
	     

	I have analysed identified legislative requirements and construction type to select the appropriate contract.
	     
	     
	     
	     
	     

	I have prepared the construction contract specifying requirements for contract termination and special conditions agreed by all parties.
	     
	     
	     
	     
	     

	I have ensured the legality and validity of draft contract in consultation with relevant persons.
	     
	     
	     
	     
	     

	I have assessed, scheduled and processed progress payments, including processes for applying for extension of time.
	     
	     
	     
	     
	     

	I have administered the contract following government legal and regulatory requirements and to the organisation’s standards.
	     
	     
	     
	     
	     

	I have resolved contractual disputes in accordance with contract and relevant legislation and regulations.
	     
	     
	     
	     
	     

	I have identified, negotiated and documented variations to the contract.
	     
	     
	     
	     
	     

	I have monitored price and time variations and negotiated with various parties to resolve contract anomalies.
	     
	     
	     
	     
	     

	I have finalised defects liability under a building or construction contract.
	     
	     
	     
	     
	     

	I have finalised the contract in accordance with relevant legislation and contract provisions.
	     
	     
	     
	     
	     

	I have collected all related construction contract and final inspection documentation and issued completion certificate.
	     
	     
	     
	     
	     



[bookmark: _Toc80775322]

[bookmark: _Toc81220261]CPCCBC4004 Identify and produce estimated costs for building and construction projects
This unit of competency specifies the skills and knowledge required to establish estimated costs associated with the acquisition of materials and labour for building and construction projects. It includes factoring in relevant overhead costs and margins.
This unit of competency applies to estimators, builders, managers and trade contractors within the construction industry responsible for producing estimated costs on various residential and commercial construction projects within their scope of work as a trade contractor or builder.
This unit of competency is suitable for those using specialised knowledge to complete routine and non-routine tasks and using their own judgement to deal with predictable and sometimes unpredictable problems.
	
	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 estimated the cost of one residential or commercial building and construction project from construction drawings, specifications and written information using an appropriate software program.
	     
	     
	     
	     
	     

	I have established site facilities, and communication and temporary boundary fencing requirements.
	     
	     
	     
	     
	     

	I have identified waste removal requirements and apply waste management site fees.
	     
	     
	     
	     
	     

	I have identified additional project-specific statutory, approvals or compliance costs.
	     
	     
	     
	     
	     

	I have produced a materials and consumables quantity list and obtained prices from suppliers.
	     
	     
	     
	     
	     

	I have identified the numbers of contractors, sub-contractors and employees appropriate for the project and work rates and estimated labour hours and calculated labour costs, including on-costs and worker insurance costs.
	     
	     
	     
	     
	     

	I have determined the limitations, conditions, operational costs and timeframes for hire of physical resources.
	     
	     
	     
	     
	     

	I have identified, itemised and costed plant, equipment and machinery.
	     
	     
	     
	     
	     

	I have produced estimated project costs for inclusion in a tender or bill.
	     
	     
	     
	     
	     

	I have managed and mitigated risks associated with estimating project costs.
	     
	     
	     
	     
	     


[bookmark: _Toc80775333]


[bookmark: _Toc81220262]CPCCBC5010 Manage construction work
This unit of competency specifies the skills and knowledge required to manage on-site work for building and construction projects to meet commercial contractual obligations. It includes establishing effective communication processes, managing risks and work health and safety (WHS), managing processes for ordering materials and installing equipment, as well as management of on-site operations.
It applies to National Construction Code (NCC) classifications:
· Residential - Class 1 and 10 buildings, maximum three storeys
· Commercial - Class 2 to 9, Type B and C.
This unit of competency applies to builders, related construction industry professionals and senior managers within building and construction firms responsible for monitoring and measuring actions and coping with contingencies to meet scheduled timeframes on medium-rise construction work and/or commercial building projects.
	
	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 on-site construction work of one Class 1 to 10, maximum of three storeys, or a Class 2 to 9, Type B or C building project.
	     
	     
	     
	     
	     

	I have interpreted project material specifications in design documentation and procure quality, compliant materials, products and components.
	     
	     
	     
	     
	     

	I have managed at least one variation to the contract.
	     
	     
	     
	     
	     

	I have managed project financials, with timely payments for completed work.
	     
	     
	     
	     
	     

	I have established and implemented on site safety and welfare requirements to meet WHS legislation and make available to all workers on site including consultation and communication, safe systems of work, operating licencing, induction procedures and reporting processes and documentation.
	     
	     
	     
	     
	     

	I have managed on-site safety, personnel and resources to achieve project outcomes.
	     
	     
	     
	     
	     

	I have established and managed a timely and cost-effective process for ordering, receiving, checking and safely stacking and protecting materials.
	     
	     
	     
	     
	     

	I have established, managed and monitored procedures for selecting, hiring and maintaining plant and equipment.
	     
	     
	     
	     
	     

	I have applied contingencies to deal with problems and delays affecting performance and project timelines.
	     
	     
	     
	     
	     

	I have managed industrial relations issues in accordance with established company policy and regulatory guidelines.
	     
	     
	     
	     
	     

	I have revised project schedules, as necessary, and documented variations to assist with meeting of timeframes.
	     
	     
	     
	     
	     

	I have implemented a quality management system to create a continuous improvement environment in which operational procedures are monitored, analysed and reported.
	     
	     
	     
	     
	     

	I have implemented multi-site management plans in accordance with organisational policy and site conditions.
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