Certificate |V in Business
(Record Keeping)

BSB40301

Requiring 10 units for the qualification.

This workshop is suited to employees who are responsible for record handling, including
reviewing and disposing of records and assisting in the set up of a records system for a
small office.

CORE UNITS

Review the status of a record BSBRKG401A
Provide information from and about BSBRKG402A
records

Set up a business or records system fora BSBRKG403A
small office

Monitor and maintain records in an online BSBEBUS406A
environment

ELECTIVE UNITS
Analyse and present research information BSBCMN405A

Develop work priorities BSBCMN402A
Monitor a safe workplace BSBCMN411A
Identify risk and apply risk management BSBCMN416A
processes

Manage projects BSBCMN419A
Promote team effectiveness BSBCMN421A
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.

FOR FURTHER INFORMATION PLEASE, CONTACT US:

Level 10, 257 Collins St Level 4, 20 Hunter St Level 5, 12 Pirie St
Melbourne VIC 3000 Sydney NSW 2000 Adelaide SA 5000
03 8663 4733 02 9346 9555 08 8461 4466
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