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Requiring 10 units for the qualification. 
 
At this level students are prepared for independent and supervisory roles within a 
workplace. At Certificate IV level students are given a broaden range of skills from 
Certificate III which enables them to perform a larger variety of tasks. Students will 
develop the same skills as Cert III but also include the following; Product Selling, Risk 
Management, Project Administration and producing complex business documents. 
Jarrah HR Consulting aims to provide the knowledge and skills required for a person 
working in the business administrative environment, and to assist them in advancing 
within their role.   
 
 
CORE UNITS  

Organise Meetings BSBADM405A 

Organise Business Travel  BSBADM406A 

Administer Projects BSBADM407A 

Produce complex text from shorthand notes BSBADM401A 

Monitor a safe workplace BSBCMN411A 

Coordinate Business Resources BSBCMN407A 

Promote Innovation and Change BSBCMN412A 
 
ELECTIVE UNITS 

Write Complex Documents BSBCMN420A 

Promote team effectiveness BSBFLM412A 

Manage Payroll  BSBADM505A 
 
 
ENQUIRIES:         1800 0 TRAINING (1800 087 246) 
      
    info@apiet.com.au  
 
 
 
 
 
 
 
 
 
 
 
 

This course is also available for self paced learning. 
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