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Requiring 8 units for the qualification. 
 
Diploma of Business Administration will assist the students help develop a high level of 
Management and Technical Skills. This course will focus on establishing and maintain 
information records, communicating with other internal and external clients, creating a safe 
and dynamic workplace and implementing strategies to achieve business goals. Jarrah HR 
Consulting aims to provide the knowledge and skills required for a person working in the 
business administrative environment and to develop your organisational and team work 
skills, while upgrading your finance knowledge so that you can handle payroll and salaries.  
 
 
CORE UNITS  

Manage payroll  BSBADM505A 

Plan or review Administrative systems BSBADM504A 

Plan and Manage Conferences BSBADM503A 

Manage Meetings BSBADM502A 

Manage the establishment and maintenance of a workgroup 
network 

BSBADM501A 

 
 
ELECTIVE UNITS 

Ensure a safe workplace BSBMGT505A 

Manage Budgets and Financial Plans BSBMGT504A 

Manage Innovation and Continuous Improvement  BSBMGT608A 
 
 
ENQUIRIES:         1800 0 TRAINING (1800 087 246) 
      
   info@apiet.com.au 
 
 

 
 
 
 
 
 
 
 

 
 
 
 

This course is also available for self paced learning. 
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