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BSB30120 Certificate III in Business is a nationally recognised course which provides you with the skills and knowledge 
necessary to work in a wide variety of roles within the business industry. The transferrable skills you obtain through this course 
will allow you to excel in several different careers, such as an accounts clerk, an office assistant, or a receptionist. 

You can study online and complete the course at your own pace.

If you are looking to obtain transferrable skills to kick start your career in the business industry, then this course is for you. 
Through this course you will gain a variety of skills such as designing business documents, organising schedules, planning 
meetings, handling complaints, and engaging effective in workplace communication. 

This course offers various employment pathways and is also a pathway for further studies. Read more below!

Job Pathways 

This course offers a pathway into a wide variety of roles 
within the business industry. Here are some examples:

•	Receptionist

•	Records Clerk

•	Administrative Assistant

•	Customer Service Representative

•	Medical Secretary

Learning Pathways 

This course offers a pathway for further studies. You may 
be interested in undertaking further qualifications from the 
Business Services Training package, such as:

•	BSB40120 Certificate IV in Business 

•	BSB40220 Certificate IV in Human Resource 
Management 

•	BSB40820 Certificate IV in Leadership and 
Management 

•	Plus, many more!

Course Duration

Your enrolment in this course is valid for 12 months. You can 
finish the course as quickly or as slowly as you like within 
this period. 

An extension may be granted to students that require 
additional time (further fees may apply).

Course Delivery Method

The course is a self-paced course delivered completely 
online through our Learning Management System (LMS) and 
Microsoft Teams. 

There are no formal pre-requisites for this course. 

However, students undertaking this course must meet the 
following criteria:

•	Have sound Language, Literacy & Numeracy Skills 

      (You may need to do an LLN Test, see below for further 
fffffdetails)

•	Have basic computer skills

•	Have the required resources (see below)

•	NOT an International Student Visa Holder

Language, Literacy & Numeracy Skills:

You are not required to complete an LLN test, if you have 
successfully completed any of the following qualifications 
issued under the Australian Qualifications Framework:

•	School Certificate (Year 10) at an Australian Senior 
Secondary School, or equivalent; or

•	Vocational Education Training (VET) Certificate IV or 
above; or

•	Bachelor’s degree or above
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You will be required to submit a verified copy of your certification, at the time of enrolment.

If you have not completed any of the above, you will be required to undertake an English Language, Literacy and Numeracy 
(LLN) test, prior to the commencement of the course.

If you are unable to pass this test and our training organisation is unable to provide with the LLN support required, you will be 
advised to undertake an LLN foundation skills course. Full Refunds are available if you have enrolled into the course and failed 
to meet the LLN requirements.

Students who are not confident with their LLN abilities we strongly recommend them to visit us personally before enrolling into 
the course.

Submission Required by students prior to enrolment:

Students must submit the following at the time of enrolment:

•	Unique Student Identifier (USI): If you do not have one, you can create one here www.usi.gov.au.

•	One form of Valid Photo ID (Australian Driver License, State Issued Photo ID, or Passport)

•	Verified Copy of your previous qualification if you are seeking an exemption for the LLN test.

Resources Required:

Students enrolling in this course must have access to:

•	Laptop/Computer

•	Internet

•	Microsoft Word, PowerPoint, or Similar Software

•	Acrobat Reader

•	Photo, audio, and video recording equipment (e.g., phone, camera, etc.)

•	Volunteers to assist with role-play tasks

•	Where possible, access to a workplace to complete your assessments. The assessments provide a simulated 
environment for students that are unable to access a workplace.

If you do not have access to the above resources, please contact our team to discuss prior to enrolling.

LEARNING OUTCOMES

Upon successful completion of all the thirteen (13) units, listed below you will be awarded with the qualification BSB30120 
Certificate III in Business.

•	BSBTEC201 Use business software applications

•	BSBTEC202 Use digital technologies to 
communicate in a work environment

•	BSBTEC404 Use digital technologies to collaborate 
in a work environment

•	BSBWRT311 Write simple documents

•	BSBPMG430 Undertake project work

•	BSBCRT412 Articulate, present and debate ideas

•	BSBXTW301 Work in a team

The units of competency include:

•	BSBCRT311 Apply critical thinking skills in a team 
environment

•	BSBPEF201 Support personal wellbeing in the 
workplace

•	BSBSUS211 Participate in sustainable work 
practices

•	BSBTWK301 Use inclusive work practices

•	BSBWHS311 Assist with maintaining workplace 
safety

•	BSBXCM301 Engage in workplace communication

Receiving your certificate

You will receive your business course certificate within 10 business days from the date of submission of your final assessment 
task.
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HOW TO ENROL

FEES AND CHARGES DATES AND LOCATION

You can enrol in our courses through any of the following methods:

Online Enrolment: You can enrol and pay online. Visit our website www.vigiltrainingcollege.nsw.edu.au and follow the 
enrolment procedure.

Phone/Email: Call us on 0423 521 279 or 02 8677 9062 to obtain the course information pack or download the information 
pack form our website.

The fee for this course is $895. All discounts and special 
rates apply as published on our website. (Check at our 
website for current deals and course specials).

This course is offered online only, and you can study at your 
own pace. You can join anytime! 
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Phone:
0423 521 279/02 8677 9062

Address:
Level 2, 12-14 Wentworth St, Parramatta NSW 2150

Email:
info@vigiltrainingcollege.nsw.edu.au

Web:
www.vigiltrainingcollege.nsw.edu.au

For further information or Assistance


