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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

BSB50618 - Diploma of Human Resources Management (Release 3)
BSB50415 - Diploma of Business Administration (Release 2)

[bookmark: _GoBack]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: _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.
	
	
	
	
	





[bookmark: _Toc19790642]

[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.
	
	
	
	
	





[bookmark: _Toc19790626]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.
	
	
	
	
	





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.
	
	
	
	
	





[bookmark: _Toc19790632]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.
	
	
	
	
	





[bookmark: _Toc19790614]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: _Toc19790615]BSBADM503 Plan and manage conferences
This unit describes the skills and knowledge required to plan, promote and coordinate conferences, ensuring follow-up procedures are incorporated.
It applies to individuals employed in a range of work environments who are required to plan and manage conferences. They may work as senior administrative staff, or may be other individuals who have been delegated responsibility for planning and managing a conference.

	
	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 prepared and investigated conference requirements
	
	
	
	
	

	I have selected, invited and briefed speakers in accordance with the conference program
	
	
	
	
	

	I have planned conference administration requirements and tasks, processes and resources to ensure efficient management of conference data and resources.
	
	
	
	
	

	I have promoted a conference using public relations strategies according to predetermined budgets and deadlines
	
	
	
	
	

	I have coordinated conference proceedings including addressing any problems as they arise
	
	
	
	
	

	I have confirmed program details and prepared conference papers in accordance with speakers’ requirements and conference timeline.
	
	
	
	
	

	I have despatched pre-conference information to participants within designated timelines.
	
	
	
	
	

	I have identified and catered for participants specific needs
	
	
	
	
	

	I have fulfilled all post-conference requirements according to organisational requirements.
	
	
	
	
	

	I have finalised receipts and payments, and acquitted conference funds in accordance with organisational procedures and audit requirements
	
	
	
	
	





[bookmark: _Toc19790616]BSBADM504 Plan and implement administrative systems
This unit describes the skills and knowledge required to plan for or review the requirements of effective administrative systems and procedures for implementing, monitoring and reviewing the system. It applies to individuals employed in a range of work environments in senior administrative roles.
	
	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 worked with relevant personnel and stakeholders to identify administrative system improvements
	
	
	
	
	

	I have obtained quotations from suppliers/developers for the identified requirements or modifications to be made to the system in accordance with organisational policy and procedures.
	
	
	
	
	

	I have selected an appropriate supplier or developer in accordance with organisational policy and procedures
	
	
	
	
	

	I have documented the necessary requirements or modifications to administrative systems.
	
	
	
	
	

	I have provided training and support for staff to use the new or modified administrative system.
	
	
	
	
	

	I have monitored the new system for usage, security and output in accordance with organisational requirements.
	
	
	
	
	

	I have identified future improvements and notify users.
	
	
	
	
	

	I have monitored staff training needs and trained new staff on the administrative system.
	
	
	
	
	





[bookmark: _Toc19790635]BSBHRM512 Develop and manage performance management processes
This unit describes the skills and knowledge required to develop and facilitate implementation of performance management processes and to coordinate individual or group learning and development to encourage effective employee performance. This unit applies to individuals who are authorised to establish effective performance management processes for an organisation and who may have staff reporting to them.

	
	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, implemented, monitored and reviewed an organisational performance management process which supports business goals including analysing the organisational strategic and operational plan.
	
	
	
	
	

	I have designed methods for the development of key performance indicators and formal performance management sessions by line managers.
	
	
	
	
	

	I have consulted with stakeholders to gain support for performance management processes.
	
	
	
	
	

	I have designed, developed, coordinated and implemented individual and group learning and development to support the performance management system.
	
	
	
	
	

	I have trained line managers and other relevant people to manage performance and talent within an organisation.
	
	
	
	
	

	I have monitored learning and development activities to ensure compliance with quality assurance standards.
	
	
	
	
	

	I have provided support to line managers to effectively manage performance issues, including dispute resolution and termination of employment.
	
	
	
	
	

	I have articulated dispute resolution processes where necessary, mediating between line managers and employees.
	
	
	
	
	

	I have provided support to terminate employees who fail to respond to interventions according to organisational protocols and legislative requirements.
	
	
	
	
	

	I have ensured that the recorded outcomes of performance-management sessions are accessible and stored securely, according to organisational policy.
	
	
	
	
	

	I have developed approaches to improve performance and address identified performance gaps.
	
	
	
	
	





[bookmark: _Toc19790681]BSBWRK520 Manage employee relations
This unit describes the skills and knowledge required to manage employee and industrial relations matters in an organisation. It involves developing and implementing employee and industrial relations policies and plans and managing conflict resolution negotiations. It applies to those who are authorised to oversee industrial relations and manage conflict and grievances in an organisation. They will have a sound theoretical knowledge base in human resources management and industrial relations as well as current knowledge of industrial relations trends and legislation.

	
	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 organisational documentation to determine long-term employee relations objectives and current employee relations performance.
	
	
	
	
	

	I have collaborated with others to develop and review industrial relations policies and plans.
	
	
	
	
	

	I have developed implementation and contingency plans for industrial relations policies.
	
	
	
	
	

	I have identified the skills and knowledge needed to implement the plan and organised training and development for self and staff.
	
	
	
	
	

	I have documented and communicated strategies and procedures for eliminating and dealing with grievances and disputes.
	
	
	
	
	

	I have trained others in conflict-resolution techniques.
	
	
	
	
	

	I have managed industrial relations conflicts, including advocating the organisation’s position during negotiations and documenting, implementing, following up agreements and taking remedial action as required.
	
	
	
	
	





[bookmark: _Toc19790636]BSBHRM513 Manage workforce planning
This unit describes the skills and knowledge required to manage planning in relation to an organisation's workforce including researching requirements, developing objectives and strategies, implementing initiatives and monitoring and evaluating trends. It applies to individuals who are human resource managers or staff members with a role in a policy or planning unit that focuses on workforce planning.

	
	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 and interpreted information from a range of internal and external sources to identify current staff turnover and demographics, labour supply trends that may affect workforce supply and the
organisation's workforce requirements objectives and strategies.
	
	
	
	
	

	I have managed workforce planning including developing, implementing, monitoring and reviewing strategies to meet workforce needs.
	
	
	
	
	

	I have implement actions to support agreed objectives for recruitment, training, redeployment and redundancy.
	
	
	
	
	

	I have developed and implemented strategies to assist workforce to deal with organisational change.
	
	
	
	
	

	I have developed and implemented strategies to assist in meeting the organisation's workforce diversity goals.
	
	
	
	
	

	I have implemented a succession planning system to ensure desirable workers are developed and retained.
	
	
	
	
	

	I have implemented programs to ensure the workplace is an employer of choice.
	
	
	
	
	

	I have reviewed relevant trends and supply and demand factors that will impact on an organisation's workforce.
	
	
	
	
	

	I have developed a workforce plan that includes relevant research and specific strategies to ensure access to a skilled and diverse workforce.
	
	
	
	
	





[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: _Toc19790676]BSBWHS401 Implement and monitor WHS policies, procedures and programs to meet legislative requirements
This unit describes the skills and knowledge required to implement and monitor an organisation’s work health and safety (WHS) policies, procedures and programs in the relevant work area in order to meet legislative requirements. It applies to individuals with supervisory responsibilities for implementing and monitoring the organisation’s WHS policies, procedures and programs in a work area. These individuals have a broad knowledge of WHS policies and contribute well developed skills in creating solutions to unpredictable problems through analysis and evaluation of information from a variety of sources. They provide supervision and guidance to others and have limited responsibility for the output of 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 explained clearly and accurately to work teams the relevant work health and safety (WHS) information including WHS legislative and organisational requirements,
identified hazards and outcomes of risk assessment and control.
	
	
	
	
	

	I have ensured that the team has access to information about WHS policies, procedures and programs in appropriate structure and language.
	
	
	
	
	

	I have undertaken consultation and communications to enable team members to participate in managing WHS risks and hazards.
	
	
	
	
	

	I have identifying WHS training needs and provided learning opportunities, coaching and mentoring as appropriate to the needs of the stakeholder. 
	
	
	
	
	

	I have identified, reported and taken action on WHS hazards and risks promptly.
	
	
	
	
	

	I have identified and reported inadequacies in existing risk controls and monitored outcomes to ensure a prompt organisational response.
	
	
	
	
	

	I have reported on the cost of WHS training.
	
	
	
	
	

	I have accurately completed and maintained WHS records of incidents of occupational injury and disease in work area, according to WHS policies, procedures and legislative requirements.
	
	
	
	
	

	I have analysed aggregate WHS data to identify hazards and monitor risk control procedures in work area.
	
	
	
	
	








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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