
BSB30120  
Certificate III in Business
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This qualification reflects the role of individuals in a variety of Business Services
job roles. It is likely that these individuals are establishing their own work
performance.

Course Overview 

Delivery Method : Face to face sessions Duration : 49 Weeks

S. No. Unit Code Unit Name

1 BSBOPS301 Maintain business resources 

2 BSBOPS304 Deliver and monitor a service to customers 

3 BSBOPS305 Process customer complaints

4 BSBCRT311 Apply critical  thinking skills in a team environment

5 BSBPEF201 Support personal wellbeing in the workplace

6 BSBSUS211 Participate in sustainable work practices

7 BSBWHS311 Assist with maintaining workplace safety

8 BSBXCM301 Engage in workplace communication

9 BSBTWK301 Use inclusive work practices

10 BSBTEC301 Design and produce business documents

11 BSBTEC302 Design and produce spreadsheets

12 BSBTEC303 Create electronic presentations

13 BSBPEF301 Organise personal  work priorities

Individuals in these roles carry out a range of routine procedural, clerical,
administrative or operational tasks that require technology and business skills. 
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Possible Career Outcomes 

Planning And Organising

Problem Solving 

Reading, Writing, Numeracy Skills 

Self Management

Learning Skills 

Data entry Operator

Receptionist

Office Assistant 

After achieving this qualification candidate may enroll themselves for Certificate IV in

Business, Diploma of Business, Advanced Diploma of Business, Bachelor’s degree in

Business or related fields, or enter the workforce in administrative and customer

service roles.

Pathway 
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Enrolment Process : Entry Requirements :

Must be 18 years or above before
commencement of study at At The
Wales Institute.
Successful completion of Year 12,
equivalent (Higher Secondary
Certificate/ vocational higher
secondary certificate (Minimum CGPA
is 3.5 or 60% in HSC/First Division pass)
GCE A-Level or higher qualification).
At The Wales Institute may also accept
you in this course if you have any other
relevant qualifications, certifications,
and/or experience;
A minimum overall score of 6 is
required for candidates with IELTS
with a minimum score of 5.5 in each
band or a minimum PTE score of 52 is
required.

Choose your course and check your
entry requirements. 
Complete the International Student
Application. 
Attach all the supporting documents (
Academic Certificates and Transcripts,
Passport, IELTS/PTE Certificate). 
Submit your application via email
(admission@twi.edu.au) or through the
agent. 
Receive the letter of Offer (for
successful application). 
Return the signed acceptance form. 
Pay the fees as stated in your letter of
offer. Receive an electronic
confirmation of enrolment (eCOE) 
Apply for your student visa (check with
DOHA for information on student VISA).
Visit https://www.homeaffairs.gov.au
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Orientation Course fee 
An orientation session is provided for new
students prior to the start of each term so
they may get to know our staff and facilities.
Our students receive a thorough orientation
packet at orientation along with details
about their class schedule and student ID
card.
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Contact Us

Tution Fee - $8,000
Material Fee - $360  
Application Fee - $250

Can Be Paid By Bank Transfer
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