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Requiring 12 units for the qualification. 
 
This workshop will enable employees to learn the basics of record handling, including reviewing 
and disposing of records and assisting in the set up of a records system for a small office. 
 
CORE UNITS  

Control records BSBRKG301A 

Undertake disposal BSBRKG302A 

Retrieve information from records BSBRKG303A 

Maintain business records BSBRKG304A 
  
COMMON UNITS  

Organise personal work priorities and 
development 

BSBCMN302A 

Exercise initiative in a business environment BSBCMN301A 

Maintain business resources BSBCMN307A 

Maintain financial records BSBCMN308A 
 
ELECTIVE UNITS 

Organise workplace information BSBCMN305A 

Maintain workplace safety  BSBCMN311A 

Contribute to effective workplace relationships BSBFLM303B 

Create and use databases  BSBADM305A 
 
 
ENQUIRIES:         1800 0 TRAINING (1800 087 246) 
      

info@apiet.com.au 
 
 
 
 
 
 
 
 

In some cases, you may be eligible for Government Incentives.  Your employer will 
need to contact a New Apprenticeship Centre to access this.  

 

 
This course is also available for self paced learning. 

 

Certificate I I I  in Business 
(Record Keeping) 
 

BSB30401 


