
Elevate your business acumen and skill set with the 
Certificate III in Business, an ideal qualification for those 
seeking to enhance their proficiency in the dynamic realm 
of business. Tailored as a general, entry-level program, this 
certificate delves into a diverse array of day-to-day skills 
essential for navigating the ever-evolving business 
landscape.

Throughout the course, participants will explore a wide 
spectrum of competencies applicable across various 
industry sectors and team dynamics. From honing 
customer service expertise to mastering essential IT skills, 
this qualification empowers individuals with the knowledge 
and tools needed to thrive in multifaceted business 
environments.

Designed to cater to individuals aspiring to assume 
greater responsibilities within their workplaces, the 
Certificate III in Business offers a comprehensive 
pathway for personal and professional growth. 

CERTIFICATE III IN 
BUSINESS

• Design and produce business documents

• Provide comprehensive customer service

• Support personal wellbeing in the 
workplace

• Apply critical thinking skills in a team 
environment

• Participate in sustainable work practices

Casey Campus
Unit 1, 4a Malcolm Court, 
Narre Warren 3805

BSB30120

VETDSS OPTION

What you will be provided with on completion:

• A nationally recognised qualification at Certificate III level

• The knowledge and skills required to work effectively in a professional environment

• As strong foundation to continue your studies

By completing this course, you will learn to:

February - November, 1 day per week
This is a 2 year course. Students will need to continue for 
the 2nd year to complete the full qualification.



UNIT CODE UNIT NAME C/E HOURS
BSBCRT311 Apply critical thinking skills in a team environment C 40

BSBPEF201 Support personal wellbeing in the workplace C 50

BSBSUS211 Participate in sustainable work practices C 20

BSBTWK301 Use inclusive work practices C 30

BSBWHS311 Assist with maintaining workplace safety C 40

BSBXCM301 Engage in workplace communication C 40

BSBTEC301 Design and prodice business documents E 80

BSBINS302 Organise workplace information E 30

BSBTEC202
Use digital technologies to communicate in a business 
environment

E 20

BSBPEF301 Organise personal work priorities E 30

BSBOPS304 Deliver and monitor a service to customers E 45

BSBWRT311 Write simple documents E 30

SIRXCEG002 Assist with customer difficulties E 40

*C/E represents whether the unit is a Core or Elective unit from the training package. HOURS represents the nominal hours undertaken for that unit.

COURSE UNITS

Prepared for an on behalf of Foundation Learning Centre Inc.   
FLC is a Registered Training Organisation (RTO 3977) and 
provides nationally recognised training. 

Our training is delivered with Victorian and Commonwealth 
Government funding.

PATHWAYS OTHER INFORMATION
Students completing this course can 
continue on to BSB40120 Certificate IV in 
Business with the possibility of specialising 
in an area of administration, move on to 
further study or enter the workforce.

STRUCTURED WORKPLACE 
LEARNING

It is strongly recommended by the VCAA 
that a minimum 80 hours / 2 weeks of SWL 
be undertaken for the BSB30120 Certificate 
III in Business.

This course is delivered in-classroom, and 
learning is supported with some hands-on 
activities such as participating in an annual 
Market Day or other role play activities.

For further information about this course, 
please contact your VET Coordinator.

HOW TO ENROL?

Casey Campus: Unit 1, 4a Malcolm Court, Narre Warren 3805
Peninsula Campus: Level 1, 54 - 58 Wells Street, Frankston 3199

03 9704 7388    |   www.flc.vic.edu.au

enquiries@flc.vic.edu.au

Assessment Types: Learners are assessed via a range of assessment types. 
These include: observations, questioning and portfolio.


