
This qualification is designed to equip you with the 
practical skills and foundational knowledge required for a 
wide range of entry-level roles within the Business 
Services sector, providing a solid grounding in essential 
workplace practices.

Ideal for those looking to explore any areas of business, 
this qualification focuses on developing core 
competencies that are in demand across various 
industries. You will build knowledge in  routine 
operational, clerical, and administrative duties, as well as 
procedural tasks that support the smooth functioning of 
an office or business environment.

Throughout the course, you’ll learn how to effectively 
manage your time and responsibilities, work 
independently and as part of a team, and use a range of 
office technologies and software applications. Emphasis 
is placed on building confidence and adaptability in a 
professional setting, preparing you to transition into the 
workplace with practical experience and a clear 
understanding of business expectations.

CERTIFICATE II IN 
WORKPLACE SKILLS

• Use a range of business technology

• Plan and manage your time in a work 
environment

• Support customers with their needs and 
difficulties

• Interact and work as part of a support 
team
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What you will be provided with on completion:

• A nationally recognised qualification at Certificate II level

• The skills and knowledge to work in a junior position in a range of workplaces

• A strong foundation to pathway into the BSB30120 Certificate III in Business or related study

By completing this course, you will learn to:

February - November, 1 day per week.



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.
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PATHWAYS OTHER INFORMATION
Students completing this course can 
continue on to BSB30120 Certificate III in 
Business with FLC, explore other courses 
within the Business industry or enter the 
workforce.

STRUCTURED WORKPLACE 
LEARNING

It is strongly recommended by the VCAA 
that a minimum 80 hour / 2 weeks of SWL 
be undertaken for the BSB20120 Certificate 
II in Workplace Skills.

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

UNIT CODE UNIT NAME C/E HRS
BSBCMM211 Apply communication skills C 40
BSBOPS201 Work effectively in a business environment E 30
BSBPEF202 Plan and apply time management C 20
BSBSUS211 Participate in sustainable work practices C 20
BSBWHS211 Contribute to the health and safety of self and others C 20
BSBPEF201 Support personal wellbeing in the workplace E 50

BSBTEC202 Use digital technologies to communicate in a work 
environment E 20

BSBOPS203 Deliver a service to customers E 40
BSBTWK201 Work effectively with others E 40
SIRXCEG002 Assist with customer difficulties E 40

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


