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Dubbo District Work Placement

	

	SUGGESTED STUDENT ACTIVITIES: FINANCIAL SERVICES


Training Package: 
FNS v2 Financial Services Training Package

Qualification:  
FNS30315 Certificate III in Accounts Administration

  


FNS30115 Certificate III in Financial Services
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:

· The qualifications reflect the job roles of employees with functions that could include:

· filing, checking and processing financial data entry and processing accounts payable/accounts receivable

· providing customer service in financial transactions

· assisting in processing payroll

· front line cashiering and bank account maintenance

· assisting with entering transaction data  to ledgers and maintaining a general ledger

· processing purchases and sales including EFT/e-business

· producing GST reports

· responding to customer enquiries

· sales and service

· maintaining financial records

· performing clerical duties

· applying fundamental skills in banking, credit management, insurance and retail financial services

Suggested activities while on work placement include:

· Receive phone calls & take messages

· Process incoming & outgoing mail

· Manual petty cash handling

· Produce word documents & spreadsheets

· Process financial transactions

· Perform financial calculations

· Extract & prepare financial reports

· Following workplace health & safety procedures 

Mandatory Units of Competency for the HSC are:

	Financial Operations

	FNSACC301
	Process financial transactions and extract interim reports

	FNSACC303
	Perform financial calculations

	Industry context

	BSBWOR203
	Work effectively with others

	Work

	FNSINC301
	Work effectively in the financial services industry

	Safety

	BSBWHS201
	Contribute to health and safety of self and others

	FNSINC301
	Work effectively in the financial services industry


	Accounting Stream

	BSBFIA401
	Prepare financial reports

	FNSACC302
	Administer subsidiary accounts and ledgers

	Financial Service Stream

	BSBRKG304
	Maintain business records

	FNSACM303
	Process payment documentation

	FNSRTS301
	Provide customer service in a retail agency

	FNSRTS308
	Balance cash holdings


Student outcomes include:

· explains the fundamental principles of accounting and bookkeeping practices

· selects and applies appropriate methods and techniques to carry out financial calculations and transactions

· understands the importance of compliance with legislative, industry and organisational requirements.

· understands the nature of the financial services industry

· explains working within the legal and ethical framework of the financial services industry

· applies workplace and industry standards to ensure quality work outcomes in the financial services industry.

· explains safe work practices and procedures for the financial services industry

· demonstrates an understanding of WHS compliance in the financial services industry 

· applies risk management in a financial services workplace

· describes workplace policy and procedures that ensure the safety of clients, colleagues and the financial services worker.

· analyses effective work practices in the financial services industry

· explains how to work effectively with colleagues and clients in a financial services workplace 

· applies culturally respectful communication and work practices to improve quality outcomes and reduce misunderstandings and conflict in the workplace

· applies the use of technology tools and skills in the completion of work tasks.

Accounting Stream:
· explains the purpose and use of subsidiary accounts and ledgers and financial reports in the management of an organisation/client's financial accounts

· applies the principles of accounting to the preparation of subsidiary accounts and ledgers and financial reports.

Financial Services Stream:

· describes the roles and relationships of non-financial services organisations acting as an agency for financial institutions 

· understands the principles for processing financial transactions, handling cash and non-cash transactions and record-keeping

· explains quality customer service

· considers industry, legislative, regulatory and workplace requirements applying to processing transactions and maintaining records.

Employability skills for the  qualifications are:
	Employability skill
	Industry / enterprise requirements for the qualification include:

	Communication
	· conducting research to collect and analyse information and present it in report form 

· having the ability to question, clarify and evaluate information 

· investigating and negotiating to resolve disputes 

· liaising with internal and external personnel with an ability to ‘read’ verbal and non-verbal body language 

· using a range of techniques and sales skills to elicit feedback from customers 

· using specialist language in written and oral communication 

· writing in a range of styles to suit different audiences

	Teamwork
	· receiving feedback on performance 

· referring matters to nominated person as required 

· working as a member of a team and applying knowledge of one’s own role to achieve team goals

	Problem solving
	· collecting, comparing and contrasting data in order to create reports 

· using problem-solving tools and techniques to balance and reconcile amounts

	Initiative and enterprise
	· contributing to solutions to workplace challenges 

· contributing to the design and preparation of reports to effectively present workplace information 

· identifying cross-selling opportunities

	Planning and organising
	· contributing to the planning process by researching and validating information relating to estates 

· planning work considering resources, time and other constraints 

· processing routine documents and maintaining files, managing information, and scheduling and coordinating competing tasks

	Self-management
	· managing own time and priorities and dealing with contingencies 

· operating within industry and organisational codes of practice, legislation and regulations 

· taking responsibility as required by work role and ensuring all organisational policies and procedures are followed

	Learning
	· acquiring and applying knowledge of services and organisational policies and procedures 

· asking questions to clarify instructions 

· seeking advice on technical issues 

· using online help and manuals to solve basic technology problems

	Technology
	· using electronic communication devices and processes such as internet, software packages and email, to produce written correspondence and reports 

· using technology to assist the management of information and to assist the planning process
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