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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
	☐
	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.

RPL Self-Evaluation Toolkit

BSB51518 - Diploma of Business (Procurement) (Release 2)


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: _Toc19790613]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][bookmark: _Hlk19777304]I can draft and develop documents using appropriate format and language for context
	
	

	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
	
	






[bookmark: _Toc19790672]BSBPRC504 Manage a supply chain
This unit describes the skills and knowledge required to manage a supply chain, including the commercial and technical capabilities to ensure outcomes achieve organisational objectives. It applies to individuals who are responsible for managing a supply chain in an 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 critically evaluated organisational supply chain management including the reviewing organisational strategies and assessing supply chain opportunities that will add value to the organisation within the requirements of the strategy and budgetary allowance. 
	
	
	
	
	

	I have implemented a supply chain strategy that increases effectiveness and achieves organisational objectives and gained the commitment of stakeholders.
	
	
	
	
	

	I have monitored supply chain activities and managed the flow of supplies through the supply chain.
	
	
	
	
	

	I have co-ordinated staff and engaged relevant stakeholders.
	
	
	
	
	

	I have liaised with suppliers to drive efficiencies and achieve competitive advantage.
	
	
	
	
	

	I have applied portfolio analysis techniques to assess relationships in supply chains in accordance with the supply chain management strategy.
	
	
	
	
	

	I have evaluated financial, technical and performance data of suppliers in accordance with supply chain strategies.
	
	
	
	
	

	I have identified  opportunities to adjust supply chain strategies to respond to the changing needs of customers, supply chain and organisational objectives
	
	
	
	
	

	I have assessed techniques to support the development of innovation in the supply chain
	
	
	
	
	

	I have analysed cost reduction activities for a supply chain to achieve organisational objectives.
	
	
	
	
	

	I have evaluated and formulated recommendations to improve supply chain management strategy.
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BSBPRC501 Manage procurement strategies
This unit describes the skills and knowledge required to develop, implement and evaluate an organisation's procurement strategies. It applies to individuals focussing on the development, design and implementation of strategies to support the procurement of goods and/ or services. While an individual may work closely with other staff members in the organisation, they have individual responsibility and autonomy to develop, communicate and implement organisational procurement strategies.

	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have undertaken research and analysis of organisation objectives and policies and procurement strategies identifying key strategic business units and their alignment to organisation objectives for procurement.
	
	
	
	
	

	I have developed procurement objectives and strategies for an organisation, including performance management frameworks taking into account legal requirements and organisational goals.
	
	
	
	
	

	 I have developed resourcing, financial and other plans to support implementation of procurement strategies.
	
	
	
	
	

	I have implemented procurement strategies in an organisation and monitored activities associated with the implementation.
	
	
	
	
	

	I have identified and addressed risks arising during the implementation of procurement strategies.
	
	
	
	
	

	I have evaluated and implemented improvements to procurement strategies in an organisation gaining approval from relevant stakeholders.
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BSBPRC502 Manage supplier relationships
This unit describes the skills and knowledge required to manage relationships with suppliers of larger or multiple smaller procurement activities, where the relationship is of some significance to the organisation. It covers managing procurement agreements, resolving disagreements with suppliers, finalising agreements, and reviewing the performance of suppliers. It applies to individuals who manage relationships with an organisation’s suppliers, and is typically undertaken by a senior procurement officer or procurement manager.

	
	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 successfully managed relationships with suppliers over the life of specific procurement agreements in accordance with organisational policies and procedures.
	
	
	
	
	

	I have used effective communication to resolve disputes with suppliers amending and developing documentation to finalise an agreement with a supplier.
	
	
	
	
	

	I have identified, monitored and managed risks in risk management plans throughout the duration of agreements.
	
	
	
	
	

	I have established transparent relationships and developed trust with suppliers to support the commercial relationship.
	
	
	
	
	

	I have confirmed all supplier obligations as having been met prior to agreements being finalised and finalised and documented procurement agreements on completion of contract.
	
	
	
	
	

	I have evaluated supplier performance and formulated recommendations about future use of supplier.
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BSBCRT502 Develop critical thinking in others
This unit describes the skills and knowledge required to develop critical thinking skills in others within a professional context. This unit applies to individuals who are developing and coaching teams or personnel, for whom critical thinking skills (including analysis, synthesis, and evaluation) are an important part of their job roles. This unit applied to individuals who are typically responsible for coaching and developing teams of people.

	
	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 learning needs of individuals in relation to critical thinking skills by asking questions to identify knowledge gaps.
	
	
	
	
	

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

	I have created learning environments that encourage the development of critical thinking in others within an organisation.
	
	
	
	
	

	I have set tasks and created opportunities for team members to apply critical thinking skills (including analysis, synthesis, and evaluation) to workplace problems
	
	
	
	
	

	I have reviewed organisational procedures to ensure that they maximise individual and team access to learning opportunities.
	
	
	
	
	

	I have analysed current organisational systems to identify gaps or barriers to critical thinking.
	
	
	
	
	

	I have undertaken monitoring activities of team skill development and applied relevant legislation and organisation policies for the development of staff.
	
	
	
	
	






[bookmark: _Toc19790677]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: _Toc19790666]BSBPMG518 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 consulted and worked with others to determine procurement requirements and produce a procurement management plan for a project.
	
	
	
	
	

	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 an established procurement management plan and made modifications  in line with agreed delegations.
	
	
	
	
	

	I have monitored activities across a project's life cycle and resolved issues that could affect achievement of project objectives
	
	
	
	
	

	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: _Toc19790702]BSBPRC505 Manage ethical procurement strategy
This unit describes the skills and knowledge required to employ ethical procurement processes and policies to identify suppliers’ contribution to improve the ethics of that specific supply chain, such as waste, water, emissions, materials, service and innovation. It applies to individuals who manage the ethical procurement of goods and/ or services from a variety of sources. While an individual may work closely with other staff members in the organisation, they have individual responsibility and autonomy to identify ethical procurement risks, develop management programmes and evaluate suppliers against organisation ethical procurement policies and procedures. No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.


	
	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 researched and identified ethical procurement policies and procedures and their alignment to organisational objectives and determined the specifications of goods and/or services to be procured.
	
	
	
	
	

	I have assessed, documented and reported on ethical vulnerabilities and risks associated with procurement of goods and/or services in accordance with organisational policies and procedures.
	
	
	
	
	

	I have developed ethical procurement strategies for an organisation and liaised with stakeholders and suppliers to effectively facilitate and monitor ethical procurement.
	
	
	
	
	

	I have established contract documentation and communicated the contents of the contract to stakeholders including the implementation of relevant ethical procurement key performance indicators to measure suppliers.
	
	
	
	
	

	I have established ongoing dialogue with suppliers to facilitate transparency and accountability and embedded recognition and reward for good supplier practice.
	
	
	
	
	

	I have evaluated and implemented improvements to procurement strategies in an organisation.
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PSPPCM009 Finalise contracts
This unit describes the skills required to finalise processes for contracts. It includes completing contracts and implementing a contract review strategy. This unit applies to those working as public sector staff with responsibility for finalising contracts. The skills and knowledge described in this unit must be applied within the legislative, regulatory and policy environment in which they are carried out. Organisational policies and procedures must be consulted and adhered to. Those undertaking this unit would work autonomously while performing complex tasks, in familiar contexts.

	[bookmark: _Hlk19791367]
	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 contracts due to expire to determine future requirements, and canvassed options which may meet these requirements.
	
	
	
	
	

	I have implemented strategies to manage the closure of contracts and the renewal of contracts and the transition to new contracts.
	
	
	
	
	

	I have finalised, amended, cancelled and terminated contracts according to arrangements.
	
	
	
	
	

	I have consulted and negotiated with contractors and stakeholders, involving complex oral and written exchanges of information throughout the contracting process.
	
	
	
	
	

	I have written contract closure reports, managed contract closure documentation and planned and organised contract closure meetings.
	
	
	
	
	

	I have reviewed and monitored contracts including contract management, contractor performance, user satisfaction and audit results and documented variances where measures or outcomes are not met in full.
	
	
	
	
	

	I have prepared review reports documenting outcomes against plans, final costs, user satisfaction, lessons learnt and any shortcomings in contract planning, management policies and procedures, and outlined evidence to support my recommendations for improvement.
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PSPPCM008 Manage contract performance
This unit describes the skills required to implement strategies that ensure effective contract performance. It includes managing the business relationship, performance of the contract, and contract issues; and implementing a communication strategy. This unit applies to those working in roles involved in procurement contract maintenance. The skills and knowledge described in this unit must be applied within the legislative, regulatory and policy environment in which they are carried out. Organisational policies and procedures must be consulted and adhered to.

	
	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 probity in regards to contract management.
	
	
	
	
	

	I have managed the business relationship with contractors including the management of contract documentation.
	
	
	
	
	

	I have planned and organised contract meetings, reports and reviews.
	
	
	
	
	

	I have maintained currency of best practice in procurement practice and relevant procurement legislation, policies and procedures
	
	
	
	
	

	I have implemented start-up or transition arrangements with contractors.
	
	
	
	
	

	I have regularly monitored and updated contract management plans for effectiveness.
	
	
	
	
	

	I have monitored the performance of contracts against key performance indicators and tracked milestones to ensure obligations under the agreement are being met.
	
	
	
	
	

	I have managed e-procurement, financial and other resources.
	
	
	
	
	

	I have identified and controlled risks.
	
	
	
	
	

	I have managed contract variations and investigated and resolved disputes and complaints.
	
	
	
	
	

	I have dealt with issues of non-compliance, conflict of interest and other issues.
	
	
	
	
	

	I have networked and communicated with contractors and stakeholders building effective relationships.
	
	
	
	
	

	I have used electronic procurement templates and/or systems.
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BSBMGT516 Facilitate continuous improvement
This unit describes the skills and knowledge required to lead and manage continuous improvement systems and processes. Particular emphasis is on the development of systems and the analysis of information to monitor and adjust performance strategies, and to manage opportunities for further improvements. It applies to individuals who take an active role in managing a continuous improvement process in order to achieve an organisation’s objectives. At this level, work will normally be carried out using complex and diverse methods and procedures which require the exercise of considerable discretion and judgement, using a range of problem-solving and decision-making strategies.

	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

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

	I have addressed sustainability requirements within an organisation.
	
	
	
	
	

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

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

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

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

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



[bookmark: _Toc19790696]PSPPCM010 Manage procurement risk
This unit describes the skills required to manage risks associated with all stages of procurement. It includes assessing risk, and preparing, implementing and reviewing a risk management plan. This unit applies to those working as public sector staff in roles that involve managing procurement risks. The skills and knowledge described in this unit must be applied within the legislative, regulatory and policy environment in which they are carried out. Organisational policies and procedures must be consulted and adhered to. Those undertaking this unit would work autonomously while performing complex tasks, in familiar contexts.

	
	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 written risk management plans using templates or a recognised risk management methodology.
	
	
	
	
	

	I have interpreted complex, formal documents including legislation.
	
	
	
	
	

	I have made verbal and written recommendations about the management of procurement and contracting risks
	
	
	
	
	

	I have identified and analysed risks associated with procurement and contract management.
	
	
	
	
	

	I have monitored risk levels at key points during procurement process and, reviewed and adjusted the risk management plan to cover procurement activity risks not already identified
	
	
	
	
	

	I have implemented risk controls and treatments according to the treatment plan.
	
	
	
	
	

	I have implemented and reviewed the risk management plan improving risk treatments and controls using review results.
	
	
	
	
	

	I have kept up-to-date with relevant procurement legislation, policies and procedures.
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