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Requiring 12 units for the qualification. 

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

Create Electronic Presentations BSBADM306A 

Produce Texts from Notes BSBADM302A 

Maintain a general ledger BSBADM310A 

Process Payroll BSBADM308A 

Process accounts payable and receivable BSBADM309A 

Maintain Workplace safety BSBCMN311A 

Support Innovation and Change BSBCMN312A 

Maintain business resources BSBCMN307A 
 
ELECTIVE UNITS 

Deliver and monitor a service to clients BSBCMN310A 

Contribute to Team Effectiveness BSBFLM312A 

Establish Business Networks BSBCMN403A 

Administer Projects BSBADM407A 
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This course is also available for self paced learning 
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