
This outcome-driven Certificate III in Business course is a nationally accredited qualification that 
has been specifically tailored by MTC Australia to build the digital and customer service skills of 
participants, helping prepare them for employment during the COVID-19 pandemic and beyond.

Is this course for you? 
Successful completion of this course may lead 
to career opportunities in entry-level customer 
service and administrative roles.

There are no entry requirements for this course. 
MTC recommends that students have language, 
literacy and numeracy skills at ACSF Level 2.

This course is available to all students under the 
Smart and Skilled initiative of NSW State Training. 
To be eligible for funding, you must:

• Be an Australian citizen, permanent resident 
or humanitarian visa holder

• Be aged 15 years or older
• Live or work in New South Wales
• Have left school and have no previous 

qualifications at Certificate IV or higher

For more information on your eligibility please 
contact your MTC Australia consultant or visit: 
smartandskilled.nsw.gov.au

Course structure 
This course is delivered online, helping students 
stay safe during the COVID-19 pandemic. This 
includes online classes to create a collaborative 
learning environment and weekly one-on-one 
trainer support to assist with progression. 

This course takes 26 weeks to complete and 
various work experience opportunities will be 
provided if it’s safe to do so.

Certificate III
in Business

BSB30115

Core units 
UNIT CODE UNIT NAME

BSBWHS307 Apply knowledge of WHS laws 
in the workplace

Elective units*
*Elective selection may vary according to customer requirements

UNIT CODE UNIT NAME
BSBCMM301 Process customer complaints

BSBDIV301 Work effectively with diversity

BSBCUS301 Deliver and monitor a service to 
customers

BSBINM301 Organise workplace 
information

BSBITU312 Create electronic presentations

BSBITU213 Use digital technologies to 
communicate remotely

BSBWOR301 Organise personal work 
priorities and development

BSBITU314 Design and produce 
spreadsheets

BSBITU313 Design and produce digital text 
documents

BSBITU307 Develop keyboard speed and 
accuracy

BSBADM307 Organise schedules



What we do
MTC is the social enterprise that gives people the 
inspiration, capability and opportunity to create a fulfilling 
life. We deliver high impact employment, training and youth 
programs that help more than 15,000 people every year to 
gain skills for employment and entrepreneurship, build self-
worth, and enable possibilities for transformative change.

As a social enterprise, we continue to support and empower 
at-risk Australians, by reinvesting surplus back into 
innovative social impact initiatives like Warakirri College, 
an independent high school for students who need an 
alternative to mainstream education.

To apply or find out 
more, phone MTC 
Australia on 
1300 232 663 or go to 
mtcaustralia.com.au

Why choose this course?
In a friendly and supportive environment, you’ll gain basic 
practical skills and fundamental operational knowledge. Our 
trainers are both experienced and approachable, and will  
provide ongoing support and encouragement to help ensure 
your milestones are met. Gain confidence with new skills, a             
certification, and a clearer career path for your future.   

Practical Skills

The course has a strong 
focus on IT skills, as these are 
essential to administrative 
roles across all sectors. Other 
electives allow students to 
develop highly relevant skills 
such as customer service and 
communication.

Flexible Learning

Our flexible, blended delivery 
model allows students to fit 
their study in around other 
commitments.

Respect

You will always feel welcome, 
safe and supported. MTC 
Australia celebrates different 
languages, cultures, age and 
education levels, and we 
encourage students to learn 
from each other.

Recognition of Prior 
Learning (RPL)

MTC Australia has processes 
for recognising any prior 
knowledge and skills acquired 
through previous training, 
education and experience. 
Students can apply for their 
RPL to be assessed and gain 
credit for their prior learning.

Proven Results

Since 2001, we have 
delivered training to 
more than 15,000 people, 
empowering them to 
unlock their potential and 
create new career and life 
opportunities.
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