
Community Partnerships @ Work 2010 Vocational Training Course

ATEC - Certificate 2 Business 
 (full Cert 2 in Business) BSB20107
This course develops some of the skills & knowledge required to work in an office.

	Desired attributes:
	Have a genuine interest in office work as a career pathway, and possess good interpersonal skills, have a good memory, be efficient and speedy, enjoy working with people. 

	Career Pathways:
	Prefer year 11 or 12. 
Refer to www.myfutures.edu.au for career pathway information

	Location:

	ATEC or school site

	Duration:

	1 day a week for 36 weeks – starting February 2010 ( day TBA)

	Training Provider:
	ATEC RTO 0022

	Times:

	9am – 3pm

	Approx Cost:

	$1,150.00 per person

	Work Placement:
	We strongly recommend students undertake a week of relevant work experience to back up this course.



	Student requirements:
	· Interview prior to acceptance with trainer Moya Howard

· Bring basic writing materials to each session

· If ill, it is expected that the student will phone the Business Office on 8186 5299  the morning of the absence.

	Contact:
	Callan Markwick 8186 5299

	Class restraints:
	Minimum 10 students


	Code
	Name
	Nom Hrs

	BSBWOR204A
	Use Business Technology
	20

	BSBWOR202A
	Organise & complete daily work activities
	20

	BSBITYU201A
	Produce simple word processed documents
	60

	BSBITU202A
	Create & use simple spreadsheets
	30

	BSBOHS201A
	Participate in OHS processes
	20

	BSBCUS201A
	Deliver a service to customer
	40

	BSBIND201A
	Work effectively in a business environment
	30

	BSBINM201A
	Process & maintain workplace information
	30

	BSBCMM201A
	Communicate in the workplace
	40

	BSBITU203A
	Communicate electronically
	20

	BSBWOR203A
	Work effectively with oithers
	15

	FNSICGEN305A
	Maintain daily financial / business records
	20

	
	Total  ( 6 SACE units)
	345


Any queries about this course, contact the Program Co-ordinator on ph: 8207 3811 or mob: 0418 891 877

Details correct at 16th November 2009
