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	SUGGESTED STUDENT ACTIVITIES: BUSINESS SERVICES


Qualification: BSB20107 Certificate II in Business

Teachers delivering this course and workplace supervisors who have hosted their students recommend any of the following activities for students to complete during work placement. This is not a finite list – you may wish to offer other suitable activities relevant to the course.

Talking with the student should help reveal the student’s level of confidence and maturity; their current strengths, their preferred competencies to work on and perhaps some areas to improve. The Student Placement record can also assist. NB: The activities include degrees of independent work – instruction and supervision must still be provided for the student.

Job roles and titles vary across different industry sectors. Possible job titles relevant to this qualification include: 

· Administration Assistant 

· Clerical Worker 

· Data Entry Operator 

· Information Desk Clerk 

· Office Junior 

· Receptionist. 

Suggested activities include:
· Identify the company’s policy for:

· Visitors

· Telephone calls

· Messages

· Leave

· What types of forms are used – where possible ask for samples.

· Outline the mail processes both incoming and outgoing.

· Assist with the receipting, stamping and distribution of incoming mail.

· Produce simple documents, letters, reports etc. using the computer.

· Receive and relay telephone and other incoming messages.

· Observe and, if possible, be part of petty cash handling procedures, invoicing and banking.

· Identify and retrieve documents from the computer, perform data entry, print monthly statements / prepare invoices using a computerised account system.

· Observe protocol for preparing and processing financial documentation for cashflow and accounting records.
· Observe and if practical perform bank reconciliations and other accounts duties.

· Copy, collate and file documents, in accordance with office protocols, as required.

· Draft simple correspondence with the aid / approval of the supervisor.

· Select, operate and maintain a piece of office equipment to complete a given task.

· Write the operating instructions for a piece of equipment used for the first time.

Employability Skills for the qualification:

	Employability Skill 
	Industry requirements for the qualification include: 

	Communication 
	· communicating verbally with clients and colleagues 

· drafting routine correspondence that meets the organisational standards of style, format and accuracy. 

	Teamwork 
	· working in a team environment to promote team commitment and cooperation. 

	Problem solving 
	· choosing appropriate methods for communication and transferring information 

· dealing with client enquiries and complaints. 

	Initiative and enterprise 
	· raising occupational health and safety issues with designated personnel. 

	Planning and organising 
	· planning and organising own work schedule for the day 

· planning the layout of simple documents using appropriate software. 

	Self-management 
	· dealing sensitively with client needs and cultural, family and individual differences obtaining feedback on work performance and identifying opportunities for improvement.

	Learning 
	· encouraging, acknowledging and acting on constructive feedback from team members 

· using manuals, training booklets and online help to overcome difficulties. 

	Technology 
	· selecting, maintaining and using business technology appropriate to the task. 
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