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Requiring 9 units for the qualification. 
Plus 6 General Prerequisite Units  
 
 
This workshop is suited to employees who are responsible for complex duties in areas 
such as preparation of legal documents, research, providing support as a paralegal in 
specific areas of law, and conveyancing or advocating on behalf of community 
services. Some general or common areas are also included. 
 
 
 
PRE-REQUISITES UNITS 

The following units from the Certificate III in Business (Legal Administration) are 
general pre-requisite units. If they have not been achieved in earlier training or work 
experience, they must be undertaken in addition to the core and elective requirements 
of the Certificate IV in Business (Legal Services). 
 
 
 

Apply knowledge of the legal system to 
complete tasks  

BSALPP301A 

Carry out search of the public record BSALPP302A 

Apply the principles of confidentiality and 
security within the legal environment 

BSACS301A 

Work effectively in a business 
environment  

BSBCMN201A 

Use legal terminology in order to carry out 
tasks 

BSALC301A 

Maintain records for time and 
disbursements in a legal practice  

BSALF301A 

  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Cer tificate IV in Business 
(Legal Services) 
 

BSA40200 
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CORE UNITS  

Prepare and produce complex legal 
documents  

BSALPP401A 

Provide non-legal advice  BSACS401A 

Interact with other parties  BSALC401A 

Research, locate and provide legal and 
other information in response to requests 

BSALC402A 

Maintain trust accounts BSALF401A 
  
 
ELECTIVE UNITS 

Provide support in property law matters   BSALPL401A 

Arrange documents and list exhibits for 
litigation support   

BSALLG401A 

Take instructions in relation to a 
transaction 

206/01 

Prepare and execute documents  206/05 
 
 
 
 
 
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. 

 


