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Requiring 12 units for the qualification. 

 
At this level students are prepared for independent and supervisory roles within a 
workplace. At Certificate III level, students are given a broad range of skills which enables 
them to perform a variety of tasks. In Certificate III in Business the students will develop 
skills in customer service, effective workplace relationships, personal skills and 
development, and maintaining financial records. Jarrah Consulting aims to provide the 
knowledge and skills required for a person working within the business environment, and 
to assist them in advancing within their role.   
 
CORE UNITS  

Maintain Workplace safety BSBCMN311A 

Organise personal work priorities and development BSBCMN302A 

Produce Business Documents BSBCMN306A 

Maintain Financial Records BSBCMN308A 

Process Customer Complaints BSBCMN316A 

Work effectively with Diversity BSBCMN315A 

Contribute to effective workplace relationships BSBFLM303B 

Utilise a knowledge Management System BSBCMN314A 
  
ELECTIVE UNITS 

Produce Text from notes BSBADM302A 

Create Electronic Presentations BSBADM306A 

Manage Projects BSBCMN419A 

Analyse and present research information BSBCMN405A 
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This course is also available for self paced learning 
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