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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
TLI50415 - Diploma of Logistics (Release 4)
BSB51918 - Diploma of Leadership and Management (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

	[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: _Toc19790692]TLIL5055 Manage a supply chain
This unit involves the skills and knowledge required to manage a supply chain within various contexts in the transport and logistics industry. It covers the relationships between an organisation and its supply and demand partners along the chain. It includes implementing a demand-driven supply chain management strategy, managing the supply chain, and evaluating and improving supply chain effectiveness. The unit generally applies to those who lead individuals or teams.

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

	I have implemented a demand-driven supply chain management strategy and developed and implemented polices to support this within an organisation.
	
	
	
	
	

	I have operationalised the technology and software for the strategy within the requirements of the strategy and budgetary allocation.
	
	
	
	
	

	I have implemented, managed and reviewed supply chain management strategies.
	
	
	
	
	

	I have facilitated collaboration, communication and information exchange with strategic partners and suppliers in accordance with the strategy
	
	
	
	
	

	I have identified opportunities to adjust policies and procedures to respond to the changing needs of customers, supply chain and the organisation
	
	
	
	
	

	I have reviewed the effectiveness of the supply chain with each level of the supply chain, including staff and customers, and identified areas for improvement.
	
	
	
	
	

	I have used business data and reports to compare outcomes, budgets, timelines and forecasts to actual performance.
	
	
	
	
	

	I have reviewed the performance of technology and systems and made recommendations for improvement.
	
	
	
	
	

	I have used feedback and evaluation results to plan and improve future supply chain management strategies.
	
	
	
	
	





[bookmark: _Toc19790695]

TLIX4028 Apply knowledge of logistics
This unit involves the skills and knowledge required to analyse and apply knowledge of logistics in accordance with relevant organisational policy and procedures. It includes accessing and interpreting relevant logistics information and applying this information in the workplace. This unit applies to emerging logistics specialists who need an understanding of the functions and activities of the wider organisation but is applicable to any individual in this field of work. The application of this knowledge is required by people who are not currently specialists in the field but need the knowledge to inform their decision making. Typically these individuals must demonstrate the ability to work independently or as part of a team under direct and/or indirect supervision, use discretion and judgement, and take responsibility for the quality of their outputs.

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

	I have analysed and interpreted logistics information to determine where internal and external factors impact on the logistics requirements, and adjusted planning accordingly.
	
	
	
	
	

	I have applied knowledge of logistics to assist my work and to guide problem solving.
	
	
	
	
	

	I have communicated key logistics information clearly, presenting information confidently and selecting the appropriate communication medium for a range of audiences.
	
	
	
	
	

	I have used appropriate information technology and software.
	
	
	
	
	

	I have applied logistics requirements and recommendations in accordance with organisational policy and procedures.
	
	
	
	
	

	I have assessed, reviewed and recorded the effectiveness of the recommendations in accordance with organisational policy and procedures
	
	
	
	
	





[bookmark: _Toc19790690]

TLII5018 Manage customer service
This unit involves the skills and knowledge required to manage customer service as part of work undertaken in various contexts within the transport and logistics industry. It includes planning to meet internal and external customer requirements, ensuring delivery of quality products/services and monitoring, adjusting and reporting customer service to improve the provision of products/services. The unit generally applies to those who lead individuals or teams.

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

	I have researched, clarified, assessed customer needs including them in the planning of customer service strategies.
	
	
	
	
	

	I have applied relevant legislation and workplace procedures to customer interactions.
	
	
	
	
	

	I have communicated and consulted with others to ensure excellent customer service is modelled to staff and that customer issues are resolved.
	
	
	
	
	

	I have dealt effectively with unplanned events such as a change in the volume of customer inquiries.
	
	
	
	
	

	I have developed, implemented and revised contingency plans in relation to customer service management.
	
	
	
	
	

	I have interpreted and followed operational instructions and prioritised work.
	
	
	
	
	

	I have monitored work activities in terms of planned schedule, particularly in line with agreed time and quality standards.
	
	
	
	
	

	I have made adjustments to products/services, and informed those who have a role in their planning and delivery of changes.
	
	
	
	
	




[bookmark: _Hlk21092538]

[bookmark: _Toc19790694]TLIR5014 Manage suppliers
This unit involves the skills and knowledge required to manage suppliers in various contexts within the transport and logistics industry. It includes assessing and building productive relationships with suppliers, and evaluating the delivery of goods/services against agreements. It also includes negotiating arrangements, resolving disagreements with suppliers and reviewing supplier performance. The unit generally applies to those who lead individuals or teams.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have developed and documented criteria to effectively evaluate supplier services and assessed existing suppliers against the criteria.
	
	
	
	
	

	I have identified the availability and suitability of alternate suppliers who can meet the service support requirements within legislative requirements. 
	
	
	
	
	

	I have developed cooperative relationships with suppliers in accordance with organisational policies and procedures
	
	
	
	
	

	I have evaluated the delivery of goods and/or services against agreements and developed contingency plans should suppliers fail to deliver.
	
	
	
	
	

	I have negotiated and implemented arrangements with suppliers in accordance with organisational policies and procedures.
	
	
	
	
	

	I have taken immediate corrective action in consultation with suppliers where potential or actual problems are indicated.
	
	
	
	
	

	I have identified and communicated to relevant personnel market factors that may affect the supply of goods and services.
	
	
	
	
	

	I have continuously reviewed suppliers for quality, profitability, service, delivery status and other relevant performance indicators and made recommendations about their future use to relevant personnel.
	
	
	
	
	





[bookmark: _Toc19790679][bookmark: _Hlk21089858]

BSBWOR502 Lead and manage team effectiveness
This unit describes the skills and knowledge required to lead teams in the workplace and to actively engage with the management of the organisation. It applies to individuals working at a managerial level who facilitate work teams and build a positive culture within their work teams. At this level, work will normally be carried out using complex and diverse methods and procedures requiring 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 used a range of leadership techniques and strategies to facilitate team cohesion and work outcomes including encouraging and fostering shared understanding of purpose and responsibilities, identifying and resolving problems, providing feedback to encourage, value and reward others and 
modelling desired behaviour and practices.
	
	
	
	
	

	I have developed policies and procedures to ensure team members take responsibility for own work and assist others to undertake required roles and responsibilities.
	
	
	
	
	

	I have established processes to address issues and resolve performance issues.
	
	
	
	
	

	I have supported the team to meet expected performance outcomes including providing formal and informal learning opportunities as needed.
	
	
	
	
	

	I have developed performance plans with key performance indicators (KPIs), outputs and goals for individuals or the team which incorporate input from stakeholders.
	
	
	
	
	

	I have communicated effectively with a range of stakeholders about team performance plans and team performance.
	
	
	
	
	

	I have facilitated the two-way flow of information between team and management relevant to team performance.
	
	
	
	
	

	I have evaluated and taken necessary corrective action regarding unresolved issues, concerns and problems raised by internal or external stakeholders.
	
	
	
	
	







[bookmark: _Toc19790642][bookmark: _Hlk21089789]

BSBLDR502 Lead and Manage Effective Workplace Relationships
This unit describes the skills and knowledge required to lead and manage effective workplace relationships. It applies to individuals in leadership or management who have a prominent role in establishing and managing processes and procedures to support workplace relationships taking into account the organisation's values, goals and cultural diversity. At this level work will normally be carried out within 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 developed and implemented processes to manage ideas and information in a work team.
	
	
	
	
	

	I have developed and implemented processes to ensure that employees have the opportunity to contribute to issues related to their work role.
	
	
	
	
	

	I have provided feedback to employees about the consultation process and resolved issues raised promptly or referred them onto appropriate people.
	
	
	
	
	

	I have established and implemented policies to ensure that the organisation’s cultural diversity and ethical values are adhered to.
	
	
	
	
	

	I have adjusted my own interpersonal communication style to meet the organisation’s cultural diversity and ethical environment.
	
	
	
	
	

	I have provided leadership and modelled professional behaviours which have promoted trust with internal and external stakeholders. 
	
	
	
	
	

	I have planned for, and managed, the use of networks to support identifiable outcomes for the team and the organisation.
	
	
	
	
	

	I have conducted ongoing planning to ensure that effective internal and external workplace relationships are developed and maintained
	
	
	
	
	

	I have identified and resolved conflicts and other difficulties within an organisation according to organisational policies and procedures.
	
	
	
	
	

	I have planned how to address difficulties.
	
	
	
	
	

	I have provided guidance, counselling and support to assist co-workers in resolving their work difficulties.
	
	
	
	
	






[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.
	
	
	
	
	






[bookmark: _Toc19790677][bookmark: _Hlk21091699]

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: _Toc19790691]TLIL5020 Develop and maintain operational procedures for transport and logistics enterprises
This unit involves the skills and knowledge required to develop and maintain operational procedures for transport and logistics enterprises in accordance with relevant regulations, standards and codes of practice, including the Australian Dangerous Goods (ADG) Code and workplace procedures. It includes planning and developing operational procedures, and monitoring and evaluating the implementation of these operational procedure/s. Work is under general guidance on progress and outcomes. It requires discretion and judgement for self and others in planning and using resources, services and processes to achieve required outcomes. The unit generally applies to those with responsibility for resource coordination and allocation, and who lead individuals and teams.

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

	I have applied precautions and required action to minimise, control or eliminate hazards that may exist during work activities.
	
	
	
	
	

	I have communicated effectively with others when developing and maintaining operational procedures for transport and logistics enterprises.
	
	
	
	
	

	I have completed documentation related to developing and maintaining operational procedures for transport and logistics enterprises
	
	
	
	
	

	I have implemented contingency plans for the operations of transport and logistics.
	
	
	
	
	

	I have modified activities to cater for variations in workplace contexts and environment.
	
	
	
	
	

	I have monitored work activities in terms of planned schedule.
	
	
	
	
	

	I have operated electronic communication equipment to required protocol.
	
	
	
	
	

	I have planned and organised activities for the operations of transport and logistics.
	
	
	
	
	

	I have prioritised work and coordinated myself and others in relation to transport and logistics operations.
	
	
	
	
	

	I have provided leadership and worked collaboratively with others when developing and maintaining operational procedures for transport and logistics enterprises.
	
	
	
	
	

	I have read and interpreted transport and logistics schedules, inventories, regulatory requirements, customer instructions, workplace procedures and manuals relevant to developing and maintaining operational procedures for transport and logistics enterprises.
	
	
	
	
	

	I have selected and applied appropriate application of technology, information systems and procedures.
	
	
	
	
	

	I have provided effective induction and supervision to personnel when implementing new procedures.
	
	
	
	
	

	I have monitored the performance of personnel to ensure that they are working to required operational procedures.
	
	
	
	
	





[bookmark: _Toc19790689]

TLIF0002 Administer chain of responsibility policies and procedures
This unit involves the skills and knowledge required to identify, apply and follow chain of responsibility policies and procedures in a supervisory role in relation to heavy vehicles. It includes explaining the chain of responsibility features and administering the requirements in the Heavy Vehicle National Law (HVNL) and regulations or applicable state/territory law and regulations. It also involves administering and monitoring chain of responsibility workplace policies and procedures, and identifying and reporting chain of responsibility breaches. Work is performed under general supervision.

	
	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 applied chain of responsibility obligations relating to my own job role.
	
	
	
	
	

	I have applied, communicated and monitored workplace policies and procedures relating to chain of responsibility in a supervisory role.
	
	
	
	
	

	I have prepared reports of chain of responsibility breaches relating to a range of breaches and ensured appropriate rectification action is taken.
	
	
	
	
	

	I have ensured the management of speed, fatigue, vehicle mass and load safety in a work team.
	
	
	
	
	

	I have completed and processed a range of workplace documents relating to chain of responsibility.
	
	
	
	
	




[bookmark: _Toc19790625][bookmark: _Hlk21090898]

BSBFIM501 Manage budgets and financial plans
This unit describes the skills and knowledge required to undertake financial management within a work team in an organisation. It includes planning and implementing financial management approaches, supporting team members whose role involves aspects of financial operations, monitoring and controlling finances and reviewing and evaluating effectiveness of financial management processes. It applies to managers in a wide range of organisations and sectors who have responsibility for ensuring that work team financial resources are used effectively and are managed in line with financial objectives of the team and 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 the financial skills to work with and interpret budgets, ageing summaries, cash flow, petty cash, Goods and Services Tax (GST), and profit and loss statements.
	
	
	
	
	

	I have communicated with relevant people to clarify budgets and financial plans.
	
	
	
	
	

	I have negotiated changes and disseminated information about budgets and financial plans.
	
	
	
	
	

	I have prepared, implemented and modified financial contingency plans.
	
	
	
	
	

	I have monitored expenditure and controlled costs on an agreed cyclical basis to identify cost variations and expenditure overruns.
	
	
	
	
	

	I have supported and monitored team members and provided them with support to ensure that they can competently perform required roles associated with the management of finances.
	
	
	
	
	

	I have reported on budget and expenditure.
	
	
	
	
	

	I have analysed data and information on the effectiveness of financial management processes within the work team and identified, documented and recommended improvements to existing processes.
	
	
	
	
	

	I have implemented and monitored agreed improvements in line with financial objectives of the work team and the organisation.
	
	
	
	
	

	I have met record keeping requirements for the Australian Taxation Office (ATO) and for auditing purposes.
	
	
	
	
	




[bookmark: _Toc19790648][bookmark: _Hlk21090182]

TLIP5035 Manage budgets and financial plans
This unit involves the skills and knowledge required to manage budgets and financial plans in various contexts within the transport and logistics industry. It includes communicating budget and financial plans, monitoring and controlling activities, and reporting outcomes of financial plans. It covers all of the significant aspects of financial management for operational managers who are not financial specialists. It emphasises preparing users of budgets/financial plans through communication and training, and consistent surveillance over budget performance, with early intervention where required. The unit generally applies to those who lead individuals or teams. No licensing, legislative 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 accessed and interpreted budgetary documents, financial statements and reports, and workplace policies and procedures.
	
	
	
	
	

	I have applied basic accounting principles to budgetary processes.
	
	
	
	
	

	I have applied relevant legislation and workplace procedures to budget setting and control activities.
	
	
	
	
	

	I have communicated the budget to stakeholders working with financial experts.
	
	
	
	
	

	I have ensured users of the budget have been trained.
	
	
	
	
	

	I have monitored budget variances and analysed them to determine cause and effect.
	
	
	
	
	

	I have identified and solved problems that may arise when setting and achieving budgets.
	
	
	
	
	

	I have made calculations and allocations to set and achieve budgets.
	
	
	
	
	

	I have modified budgets and plans as required to accommodate changes.
	
	
	
	
	

	I have developed risk management and contingency plans for financial plans.
	
	
	
	
	

	I have reported the outcomes of financial plans and reviewed and updated strategies and plans.
	
	
	
	
	




BSBMGT517 Manage operational plan
This unit describes the skills and knowledge required to develop and monitor implementation of the operational plan to provide efficient and effective workplace practices within the organisation’s productivity and profitability plans. Management at a strategic level requires systems and procedures to be developed and implemented to facilitate the organisation’s operational plan. This unit applies to individuals who manage the work of others and operate within the parameters of a broader strategic and/or business plan.

	
	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 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: _Toc19790688]TLIA5058 Manage facility and inventory requirements
This unit involves the skills and knowledge required to manage a facility and its inventory requirements, in various contexts within the transport and logistics industry. It includes identifying space, safety and security requirements; developing a documentation system; designing storage zones and evaluating facility utilisation. This unit generally applies to those who provide leadership of others individually or in teams.

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

	I have applied precautions and required action to minimise, control or eliminate hazards that may exist during work activities.
	
	
	
	
	

	I have assessed product type, picking frequencies, value, fragility, weight, handling characteristics, quantity and holding periods to consider type and amount of storage required.
	
	
	
	
	

	I have communicated and worked effectively with others when managing facility and inventory requirements.
	
	
	
	
	

	I have developed and implemented contingency plans.
	
	
	
	
	

	I have prioritised work and coordinated the work of others.
	
	
	
	
	

	I have provided leadership to others when managing facilities and inventory requirements.
	
	
	
	
	

	I have read and interpreted plans, diagrams, regulations, codes of practice and other documentation relevant to managing facilities and inventory requirements.
	
	
	
	
	

	I have reported and rectified identified problems promptly.
	
	
	
	
	

	I have selected and applied appropriate technology, information systems and procedures when managing facility and inventory requirements.
	
	
	
	
	

	I have identified the need for fire prevention and firefighting systems in accordance with building code regulations and storage material requirements.
	
	
	
	
	

	I have ensured that the evacuation plan for the building meets legislative obligations.
	
	
	
	
	

	I have ensured a continual system of review is used involving regular checks to ensure storage areas and systems are functioning at optimum levels.
	
	
	
	
	

	I have assessed product handling and storage processes to ensure minimisation of product damage, contamination and stock losses.
	
	
	
	
	




[bookmark: _Toc19790647]

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: _Toc19790638]BSBINN502 Build and sustain an innovative work environment
This unit describes the skills and knowledge required to create an environment that enables and supports the application of innovative practice focusing on a holistic approach to the integration of innovation across all areas of work practice. It applies to individuals working in leadership or management roles in any industry or community context. The individual could be employed by the organisation, but may also be an external contractor, the leader of a cross organisation team or of a self-formed team of individuals. The work group could be permanent or temporary in nature.

	
	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 and practices that foster innovation.
	
	
	
	
	

	I have made innovation an integral part of leadership and management activities. 
	
	
	
	
	

	I have evaluated how the physical environment can be enhanced to support innovation and collaboration and collaborating on ideas to make improvements including in the selection of physical resources and equipment, and the design, fit-out and decoration of the workspaces.
	
	
	
	
	

	I have introduced and maintained workplace procedures that foster innovation and allow for rigorous evaluation of innovative ideas.
	
	
	
	
	

	I have facilitated and participated in collaborative work arrangements to foster innovation.
	
	
	
	
	

	I have promoted and reinforced the value of innovation according to the vision and objectives of the organisation or project.
	
	
	
	
	

	I have modelled behaviours which support innovation including being receptive to ideas, giving constructive advice, evaluating own work, establishing and maintaining relationships based on mutual respect and trust, and taking considered risks that provide opportunities for innovation.
	
	
	
	
	

	I have pro-actively shared relevant information, knowledge and skills with colleagues and provided and encouraged formal and informal learning opportunities to help develop the skills needed for innovation.
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BSBLDR511 Develop and use emotional intelligence
This unit covers the development and use of emotional intelligence to increase self-awareness, self-management, social awareness and relationship management in the context of the workplace. It includes identifying the impact of own emotions on others in the workplace, recognising and appreciating the emotional strengths and weaknesses of others, promoting the development of emotional intelligence in others and utilising emotional intelligence to maximise team outcomes. It applies to managers who are required to identify, analyse, synthesise and act on information from a range of sources and who deal with unpredictable problems as part of their job role. They use initiative and judgement to organise the work of self and others and plan, evaluate and co-ordinate the work of teams.

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

	I have conducted an analysis to identify own emotional strengths, weaknesses, stressors, emotional states and triggers, incorporating feedback from others.
	
	
	
	
	

	I have identified workplace situations and environments that may trigger an emotional response
	
	
	
	
	

	I have modelled behaviours that demonstrate the management of emotions.
	
	
	
	
	

	I have recognised the impact that cultural behaviours and beliefs may have on workplace interactions.
	
	
	
	
	

	I have recognised and responded to the emotional states of others.
	
	
	
	
	

	I have used emotional intelligence of self and others to enhance team performance.
	
	
	
	
	

	I have promoted the development of emotional intelligence in others.
	
	
	
	
	

	I have developed and implemented plans to encourage others to develop their own emotional intelligence, to build productive relationships, and maximise workplace outcomes.
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BSBHRM405 Support the recruitment, selection and induction of staff
This unit describes the skills and knowledge required to execute tasks associated with the recruitment cycle and apply in-depth knowledge of the work of the organisation, and how recruitment and selection practices fit with other human resources functions. This unit applies to individuals who support recruitment, selection and induction functions under the direction of a human resource 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 prepared job descriptions that accurately reflect the role requirements, according to organisational policies and procedures, legislation, codes, national standards and work health and safety (WHS) considerations.
	
	
	
	
	

	I have used job descriptions to support sourcing, selecting and appointing suitable staff
	
	
	
	
	

	I have used different advertising channels to promote vacancies and/or establish a potential talent pool
	
	
	
	
	

	I have consulted with managers to gain approvals to undertake the recruitment, selection and induction of employees.
	
	
	
	
	

	I have developed selection criteria and interview questions in consultation with relevant personnel.
	
	
	
	
	

	I have scheduled interviews and advised relevant people of times, dates and venues.
	
	
	
	
	

	I have participated in interviews and other selection techniques including assessing candidates against selection criteria to short list them.
	
	
	
	
	

	I have obtained referees' reports for candidates.
	
	
	
	
	

	I have prepared and distributed selection reports including providing feedback to unsuccessful candidates.
	
	
	
	
	

	I have secured the preferred candidate’s agreement and provided them with an employment contract.
	
	
	
	
	

	I have advised other staff of the successful candidate and organised the new staff members induction.
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TLIP5004 Develop a transport and logistics business plan
This unit involves the skills and knowledge required to develop a business plan for an organisation or a discrete business unit in the transport and logistics industry, in accordance with relevant Australian and international regulatory requirements, standards, codes of practice and workplace procedures. This includes conducting a situational and market analysis, analysing the organisational environment, developing appropriate strategies, and implementing and evaluating the resulting business plan. Work is under general guidance on progress and outcomes. It requires discretion and judgement for self and others in planning and using resources, services and processes to achieve required outcomes. The unit generally applies to those with responsibility for resource coordination and allocation, and who lead individuals or teams.

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

	I have communicated effectively with others when developing a transport and logistics business plan
	
	
	
	
	

	I have conducted and documented a situational and market analysis using quantitative and qualitative data.
	
	
	
	
	

	I have completed a range of documentation related to work activities and the development of a transport and logistics business plan.
	
	
	
	
	

	I have identified and analysed competitors, customer perceptions and market share of existing competitors operating in the transport and logistics industry.
	
	
	
	
	

	I have evaluated and analysed developments in technology predicted within the lifetime of the business plan. 
	
	
	
	
	

	I have monitored work activities in terms of planned schedule.
	
	
	
	
	

	I have analysed and assessed organisational capability in terms of staff, equipment, facilities, operational systems and financial status.
	
	
	
	
	

	I have documented benchmark goals, costs of making operational adjustments, contingency plans and premises of decisions.
	
	
	
	
	

	I have communicated the business plan including performance indicators to relevant stakeholders seeking questions and feedback from stakeholders and where appropriate incorporating these into the plan.
	
	
	
	
	

	I have monitored, reviewed and made adjustments to implementation plans for the management of workplaces, staff, business operation and operational systems
	
	
	
	
	

	I have documented and implemented current and future marketing strategies and areas of specialisation into transport and logistics business plans.
	
	
	
	
	




[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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BSBMGT502 Manage people performance
This unit describes the skills and knowledge required to manage the performance of staff who report to them directly. Development of key result areas and key performance indicators and standards, coupled with regular and timely coaching and feedback, provide the basis for performance management. It applies to individuals who manage people. It covers work allocation and the methods to review performance, reward excellence and provide feedback where there is a need for improvement. The unit makes the link between performance management and performance development, and reinforces both functions as a key requirement for effective managers.

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

	I have consulted with relevant stakeholders to identify work requirements, performance standards and agreed performance indicators.
	
	
	
	
	

	I have developed work plans and allocated work to achieve outcomes efficiently and within organisational and legal requirements.
	
	
	
	
	

	I have designed performance management and review processes to ensure consistency with organisational objectives and policies.
	
	
	
	
	

	I have monitored, evaluated and provided feedback on performance and provided coaching or training, as needed within a work team.
	
	
	
	
	

	I have reinforced excellence in performance through recognition and continuous feedback.
	
	
	
	
	

	I have sought assistance from human resources specialists where appropriate for the development and implementation of performance management processes.
	
	
	
	
	

	I have advised relevant people where there is poor performance and taken necessary actions in line with organisational policies and procedures.
	
	
	
	
	

	I have provided on-the-job coaching when necessary to improve performance and to confirm excellence in performance.
	
	
	
	
	

	I have counselled individuals who continue to perform below expectations and implemented the disciplinary process if necessary
	
	
	
	
	

	I have terminated staff in accordance with legal and organisational requirements where serious misconduct occurs or ongoing poor-performance continues.
	
	
	
	
	

	I have kept records and documentation in accordance with the organisational performance management system.
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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.
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[bookmark: _GoBack]BSBCUS501 Manage quality customer service
This unit describes the skills and knowledge required to develop strategies to manage organisational systems that ensure products and services are delivered and maintained to standards agreed by the organisation. It applies to individuals who supervise the provision of quality customer service within an organisation’s procedures framework by others. At this level, individuals must exercise 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 developed and managed organisational systems for quality customer service.
	
	
	
	
	

	I have developed and reviewed plans, policies and procedures for delivering and monitoring quality customer service.
	
	
	
	
	

	I have implemented policies and procedures to ensure quality customer service.
	
	
	
	
	

	I have solved complex customer complaints and system problems that have led to poor customer service.
	
	
	
	
	

	I have monitored team performance and assisted teams to meet customer service requirements.
	
	
	
	
	

	I have developed, procured and used human and physical resources to support quality customer service delivery.
	
	
	
	
	

	I have made decisions to overcome problems and to adapt customer services, products and service delivery in consultation with appropriate individuals and groups.
	
	
	
	
	

	I have managed records, reports and recommendations within an organisation’s systems and processes.
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