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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

BSB50215 - Diploma of Business (Release 3)


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
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	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: _Toc19790678]BSBWOR501 Manage personal work priorities 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 stress.
	
	
	
	
	

	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.
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[bookmark: _Toc19790617]BSBADM506 Manage business document design and development
This unit describes the skills and knowledge required to establish standards for the design and production of organisational documents and to manage document design and production processes to ensure agreed standards are met. It applies to individuals employed in a range of work environments who require well-developed skills in the use of a range of software packages. They use these skills to establish, document and implement consistent standards of document design within 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 identified organisational and legislative requirements for information entry, storage, output, and quality of document design and production. 
	
	
	
	
	

	I have evaluated an organisation’s present and future information technology capability in terms of its impact on document design and production.
	
	
	
	
	

	I have established documentation standards to meet organisational requirements.
	
	
	
	
	

	I have designed, tested and amended document templates.
	
	
	
	
	

	I have developed and implemented documentation and training to support use of standard templates and macros.
	
	
	
	
	

	I have monitored the implementation of standard documentation templates and macros and made improvements in line with organisational requirements.
	
	
	
	
	

	I have reviewed documentation standards against the changing needs of the organisation, and planned and implemented improvements in accordance with organisational procedures.
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BSBFIM502 Manage payroll
This unit describes the skills and knowledge required to establish and monitor security procedures for managing organisational payroll services and to calculate and process salary payments, group taxation and related payments. It applies to individuals, employed in a range of work environments, who are required to establish and work with payroll systems and may have responsibility for managing payroll systems and calculations.

	
	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 procedures for the management of payroll within an organisation.
	
	
	
	
	

	I have established procedures to ensure the confidentiality and security of payroll information.
	
	
	
	
	

	I have established control measures to safeguard organisation’s financial resources in accordance with legislative and organisational requirements.
	
	
	
	
	

	I have established systems to ensure statutory obligations are met and records are kept for the period determined by government legislation.
	
	
	
	
	

	I have used nominated industrial awards, contracts and government legislation to calculate gross pay and annual salaries.
	
	
	
	
	

	I have used data and calculations to reconcile salaries, wages and deductions in accordance with all legislative and organisational requirements
	
	
	
	
	

	I have checked and reconciled payroll and authorised wages for payment in accordance with organisational policy and procedures.
	
	
	
	
	

	I have processed declaration forms for new and existing employees in accordance with Australian Taxation Office requirements.
	
	
	
	
	

	I have forwarded periodic deductions to nominated creditors within designated timelines.
	
	
	
	
	

	I have prepared and dispatched payments to government authorities accurately and in accordance with relevant government legislation.
	
	
	
	
	

	I have calculated and transcribed group tax amounts and made payments in accordance with taxation procedures.
	
	
	
	
	

	I have created accurate payroll management records.
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BSBHRM506 Manage recruitment, selection and induction processes
This unit describes the skills and knowledge required to manage all aspects of recruitment selection and induction processes in accordance with organisational policies and procedures. It applies to individuals or human resource personnel who take responsibility for managing aspects of selecting new staff and orientating those staff in their new positions. It is not assumed that the individual will be directly involved in the selection processes themselves, although this may well be the case.

	
	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 or critically analysed a policy and procedures framework for recruitment, selection and induction and ensured that it complied with relevant legislation and organisational requirements.
	
	
	
	
	

	I have identified the need for recruitment and determined future human resource needs in collaboration with relevant managers and departments within an organisation.
	
	
	
	
	

	I have prepared and overseen the development of appropriate documentation required for recruitment including position descriptions and person specifications.
	
	
	
	
	

	I have selected and advised job applicants appropriately.
	
	
	
	
	

	I have ensured job offers and contracts of employment are executed promptly, and new appointments are provided with advice about salary, terms and conditions.
	
	
	
	
	

	I have managed the induction process including providing persons involved in inductions with training.
	
	
	
	
	

	I have overseen the management of probationary employees and provided them with feedback until their employment is confirmed or terminated.
	
	
	
	
	

	I have obtained feedback from participants and relevant managers on extent induction process is meeting its objectives and made refinements as required.
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BSBADM502 Manage meetings
This unit describes the skills and knowledge required to manage a range of meetings including overseeing the meeting preparation processes, chairing meetings, organising the minutes and reporting meeting outcomes. It applies to individuals employed in a range of work environments who are required to organise and manage meetings within their workplace, including conducting or managing administrative tasks in providing agendas and meeting material. They may work as senior administrative staff or may be individuals with responsibility for conducting and chairing meetings in the workplace.

	[bookmark: _Hlk17994811]
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have organised, taken part in and chaired a meeting.
	
	
	
	
	

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

	I have developed and distributed agendas and papers for meetings.
	
	
	
	
	

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

	I have followed up after meetings to ensure action items are undertaken
	
	
	
	
	

	I have recorded and stored meeting documentation.
	
	
	
	
	





[bookmark: _Toc19790669]

BSBPMG522 Undertake project work
This unit describes the skills and knowledge required to undertake a straightforward project or a section of a larger project. It covers developing a project plan, administering and monitoring the project, finalising the project and reviewing the project to identify lessons learned for application to future projects. 
This unit applies to individuals who play a significant role in ensuring a project meets timelines, quality standards, budgetary limits and other requirements set for the project. The unit does not apply to specialist project managers. For specialist project managers, the other units of competency in the project management field (BSBPMG) will be applicable.

	
	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 defined the parameters of the project including project scope,
project stakeholders, including own responsibilities, the
relationship of the project to organisational objectives and other projects, reporting requirements and resource requirements.
	
	
	
	
	

	I have used project management tools to develop and implement a project plan including deliverables, work breakdown, budget and allocation of resources, timelines, risk management,
recordkeeping and reporting.
	
	
	
	
	

	I have implemented and monitored plans for managing project finances, resources and quality.
	
	
	
	
	

	I have achieved project deliverables.
	
	
	
	
	

	I have consulted and communicated with relevant stakeholders to generate input and engagement in planning, implementing and reviewing the project.
	
	
	
	
	

	I have provided support to team members to enable them to achieve deliverables and to transition them as appropriate at completion of the project.
	
	
	
	
	

	I have finalised the project including documentation, sign-offs and reporting.
	
	
	
	
	

	I have reviewed and documented the project outcomes and made recommendations for improvements to future projects.
	
	
	
	
	


[bookmark: _Toc19790675]BSBRSK501 Manage risk
This unit describes skills and knowledge required to manage risks in a range of contexts across an organisation or for a specific business unit or area in any industry setting. It applies to individuals who are working in positions of authority and are approved to implement change across the organisation, business unit, program or project area. They may or may not have responsibility for directly supervising others.

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

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

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

	I have developed and implemented an action plan to treat risks.
	
	
	
	
	

	I have monitored and evaluated the action plan and risk management process.
	
	
	
	
	

	I have maintained a range of risk management  documentation and ensured that it is appropriately stored.
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BSBHRM507 Manage separation or termination
This unit describes the skills and knowledge required to deal with redeployment, resignation, retirement, dismissal and redundancy, including the conduct of exit interviews. It applies to individuals who take responsibility for overseeing aspects of managing the voluntary and involuntary termination of employment.

	
	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 consultation to determine features of best practice systems of separation/termination and the legal requirements.
	
	
	
	
	

	I have created policies and procedures to manage all aspects of employment termination according to legislative and organisational requirements.
	
	
	
	
	

	I have communicated effectively with stakeholders to ensure they are aware of their rights and responsibilities.
	
	
	
	
	

	I have ensured staff have appropriate skill-sets to conduct terminations including the delivery of training and coaching.
	
	
	
	
	

	I have developed redundancy or redeployment plans.
	
	
	
	
	

	I have managed redundancies and redeployment and provided relevant information about processes so work outcomes are not compromised.
	
	
	
	
	

	I have provided outplacement or other assistance in accordance with organisational policies and legal requirements.
	
	
	
	
	

	I have reviewed workforce data for predicted numbers of people retiring and made necessary plans.
	
	
	
	
	

	 I have reviewed and evaluated separation/termination procedures regularly and introduced improvements.
	
	
	
	
	

	I have conducted exit interviews and used data from these to suggest organisational improvements.
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You are now ready to submit this documents, along with certified copies of any qualifications, via the RPL application page: https://collegeforadultlearning.edu.au/rpl-application/   
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