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	Page 29	 PwC's Skills for Australia
[bookmark: _Toc24292741]3.1 Social Competence – Teamwork and Relationships units (7 units) 
BSB (V1) Draft combined 3.1 Social Competence - Teamwork / Relationships units 


[bookmark: _Toc24292742]BSBTWK201WOR203 Work effectively with others	Comment by Author: Unit has high numbers of enrolments- 132,566

Scale of changes has been small.
[bookmark: O_731643]
[bookmark: O_731642]Application
This unit describes the skills and knowledge required to work cooperatively with others and deal effectively with issues, problems and conflict.
It applies to individuals who perform a range of routine tasks in a team environment using a limited range of practical skills, and with a fundamental knowledge of teamwork in a defined context under direct supervision or with limited individual responsibility.
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.
[bookmark: O_731641]Unit Sector
Social Competence – Teamwork and Relationships
[bookmark: O_731640]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Develop effective workplace relationships
	1.1 Identify individual own responsibilities and duties in relation to workgroup members  and undertake activities in a manner that promotes cooperation and good relationships  	Comment by Author: Responsibilities and duties are the same thing
1.2 Clarify individual and workgroup responsibilities with work teamTake time and resource constraints into account in fulfilling work requirements of self and others   	Comment by Author: This is now PC 1.3
1.3 Participate in informal meetings and information sharing with workgroup
Encourage, acknowledge and act on constructive feedback provided by others in the workgroup1.4 Request and apply feedback from workgroup on individual practices 

	2. Improve Contribute to workgroup processes activities	Comment by Author: Previous Element was too small in scope – did not encompass PCs related to process improvement. New Element title addresses this
	2.1 SProvide support to team members to meet ensure workgroup goals are met  
2.2 Contribute constructively to workgroup goals and tasks according to organisational requirements  
2.3 Share work-related information with workgroup according to organisational policies and procedures 
Share information relevant to work with workgroup to ensure designated goals are met  	Comment by Author: Rephrased for clarity 

2.4 Identify and plan strategies/opportunities for improvement of workgroup in liaison with workgroup Plan strategies for team performance improvement with workgroup

	3. Resolve Deal effectively with issues, problems and conflict
	3.1 Identify advantages of differences in values and beliefs Respect differences in personal values and beliefs between workgroup members and their importance in the development of relationships  
3.2 Respond Identifyto any linguistic and cultural differences in communication styles according to legislation, organisational policies and procedures and ethical standardsand respond appropriately  
3.3 Identify potential workgroup issues, problems and conflicts encountered in the workplace  
3.4 Seek assistance from workgroup members to address when issues, problems and conflict that arise and 
3.5 Ssuggest possible ways of dealing with identified workplace issuesthem as appropriate or refer them to the appropriate person	Comment by Author: PC 3.4 addressed two PCs in one – this is the second PC 




[bookmark: O_731639]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	SKILL
	DESCRIPTION

	Numeracy 
	Interprets information related to timeframes and resource quantities

	Reading
	Identifies and interprets information to determine task requirements

	Writing
	Completes required documentation using organisational formats
Composes simple documents for others to read

	Oral Communication
	Presents information and seeks advice using language and features appropriate to audience
Participates in discussions using listening and questioning to elicit views of others and to clarify or confirm understanding

	Numeracy
	Interprets information related to timeframes and resource quantities

	Initiative and enterprise Navigate the world of work
	Identifies Understands responsibilities of own role and follows explicit and implicit organisational protocols and procedures 

	TeamworkInteract with others
	Selects and uses appropriate communication practices when seeking or sharing information 
Establishes and builds rapport and relationships with others to foster a culture of respect and cooperation in communications
Listens to the ideas of others and considers their needs

	Planning and organising Get the work done
	Plans and organises work commitments to ensure deadlines and objectives are met
Uses formal analytical thinking techniques to recognise and respond to routine problems




[bookmark: O_731638]Unit Mapping Information
Supersedes and is equivalent to BSBWOR203 Work effectively with others.

[bookmark: O_731644]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292743]Assessment Requirements for BSBTWK201WOR203 Work effectively with others
[bookmark: O_731636]
[bookmark: O_731635]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
work with a group to achieve an objective on at least two occasions and address at least one identified problem or conflict.

In the course of the above, the candidate must: 
distinguish individual identify own responsibilities from in relation to workgroup responsibilities the team and the organisation’s requirements
demonstrate the ability towork effectively in a workgroup including:
supporting team members
communicate according to the cultural and linguistic requirements of the individual using culturally appropriate communication skills
acting on constructive feedback
use communication channels to share information 	Comment by Author: Direct reference to PC 2.3 
cooperateing and contributeing to team goals
identifying improvement opportunities
identify problems and conflicts and address them according to organisational and ethical policies and poceduresprocedures.
[bookmark: O_731634]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
outline the organisational and ethical standards, policies and procedures that relate to own work role
outline team responsibilities and duties and their relationship to individual responsibilities and duties
organisational policies and procedures relating to workplace discrimination and bullying  
features of differentiated personal values and beliefs including their importance in the development of relationships  .
communication channels used to communicate in work teams including:
team meetings 
one-on-one interactions with individual team members 
e-mails
instant messaging
calls 
key problems and conflicts arising in workgroup contexts 
methods of resolving team problems including referral to relevant organisational personnel
summarise conflict resolution techniques.

[bookmark: O_731633]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
workplace discrimination and bullying legislation office equipment and resources
workplace documentation 
case studies and, where possible, real situations
interaction with others 
organisational and ethical standards, policies and procedures for working with others..

[bookmark: O_731645]
Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292744]BSBTWKDIV301 Use inclusive work practicesWork effectively with diversity
[bookmark: O_645084]
[bookmark: O_645085]Application
This unit describes the skills and knowledge required to recognise and interact productively with diverse groups of individuals diversity in the workplace. It covers responding to and working effectively with individual differences sensitive responses to, and interactions with, all manner of diversity that might be encountered during the course of work.
It This unit applies to individuals who work in a variety of contexts where they will be expected to interact with a diverse groups of individuals.client and/or co-worker population.  They may also provide some leadership and guidance to others and have some limited responsibility for the output of others.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_645088]Unit Sector
Social Competence – Teamwork and Relationships
[bookmark: O_645089]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Establish practices that support individual differences in the workplace Recognise individual differences and respond appropriately
	1.1 Recognise and respectIdentify individual differences in colleagues, clients and customers 
1.2 Identify organisational policies and procedures relating to inclusive work practices Respond to differences sensitively	Comment by Author: Learners will be required to know the policies and procedures to ensure that their behaviour aligns with these in PC 1.3
1.3 Ensure behaviour is consistent with legislative requirements and enterprise guidelines	Comment by Author: Similar to former PC 1.3 but easier to assess 
1.4 Develop plan to incorporate inclusive practices in work task according to legislative and organisational policies and proceduresAccommodate diversity using appropriate verbal and non‑verbal communication	Comment by Author: Difficult to measure and assess – “accommodating diversity” now addressed in new PC 1.4

	2. Work effectively with individual differences
	2.1 Recognise and dDocument knowledge, skills and experience of others in relation to team objectives
2.2 Support Encourage colleagues to  useto utilise and share their specific qualities, skills or backgrounds with other team members and clients in order to enhance work outcomes
2.3 Identify and implement practices to demonstrate value of diversity in the workplace Ensure relations with customers and clients demonstrate that diversity is valued by the business
2.4 Modify verbal and non‑verbal communication to accommodate individual differences

	3. Assess use of inclusive practices
	3.1 Seek feedback on inclusive practices from colleagues 
3.2 Evaluate feedback and identify opportunities for improvement
3.3 Integrate improvements into methods of work according to legislative requirements and enterprise guidelines




[bookmark: O_645090]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	SKILL
	DESCRIPTION

	Reading
	Evaluate Comprehends textual information to determine regulatory requirements and adhere to internal policies

	Writing
	Records key information related to the outcomes of the job, using appropriate vocabulary and style
Varies writing style to meet requirements of audience and purpose

	Oral Communication
	Adjusts Uses appropriate tone, speech and pace to suit in verbal interactions
Selects vocabulary appropriate to the audience 

	Navigate the world of work
	Complies with legislative requirements and explicit policies and procedures 

	TeamworkInteract with others
	Identifies and takes steps to follow accepted communication practices and protocols
Contributes to work group activities using accepted conventions
Recognises common cultural and other differences of people in the work context and makes adjustments to respect and accommodate these differences	Comment by Author: Explicit in the PCs

	Planning and organising Get the work done
	Plans and implements routine tasks according to directions 




[bookmark: O_645092]Unit Mapping Information
Supersedes and is equivalent to BSBDIV301 Work effectively with diversity.
Supersedes but is not equivalent to:
BSBEDU304 Assist with the provision of pastoral care services to international students
BSBFLM313 Apply language, literacy and numeracy to support others in the workplace
BSBFLM314 Mentor others in the workplace to support their language, literacy and numeracy skill development.
[bookmark: O_645099]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10









[bookmark: _Toc24292745][bookmark: O_645094]Assessment Requirements for BSBTWKDIV301 Use inclusive work practicesWork effectively with diversity
[bookmark: O_645095]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
interact with a diverse group to achieve different work outcomes on at least two occasions.

In the course of the above, the candidate must:
adjust language and behaviour in as required by interactions with diversity according to legislative and organisational requirements
identify and respect individual differences in colleagues, clients and customers
support the sharing of individual differences to achieve work outcomes and to internal and external personnel 
comply withapply workplace inclusivityrelevant regulations, standards and codes of practice
seek and implement feedback on inclusive work practices to enhance work outcomes.
[bookmark: O_645096]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
key features of workplace anti-discrimination legislation and standards  
key features of organisational policies and procedures relating to inclusive work practices 
identify major groups in the workplace and community, as defined by cultural, religious and other traditions and practices
identify reasonable adjustments that facilitate participation by people with a disability
explain the value of diversity to the economy and society in terms of:
workforce development
Australia’s place in the global economy
innovation
social justice. 

[bookmark: O_645097]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
office equipment and resources
examples of legislationregulations, standards and codes of practice for working with diversity
examples of workplace diversity issues 
case studies and, where possible, real situations
examples of organisational workplace diversity policies and procedures
interaction with others.
 
[bookmark: O_645100]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292746]BSBTWK401 Build and maintain business relationships	Comment by Author: New unit: Amalgamating REL401 and REL402

Unit is based on REL401 which focuses on “business relations”. REL402 has more of an emphasis on client relations.
The unit addresses what a learner is able to in relation to clients and relevant organisational personnel in order to establish business relationships 

Application
This unit describes the skills and knowledge required to establish, develop and maintain effective work relationships and networks through relationship building and negotiation skills required by workers within an organisation as well as freelance or contract workers.
It applies to individuals with a broad knowledge of networking and negotiation who contribute to creating solutions to unpredictable problems. They may have responsibility for, and provide guidance to others.
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.
Unit Sector
Social Competence – Teamwork and Relationships
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Establish business relationships
	1.1 Identify business development and networking objectives of organisation 
1.2 Locate network opportunities according to developed objectives and organisational policies and procedures
1.3 Engage with business contacts using written and verbal communication to promote business opportunities 
1.4 Agree communication channels for information exchange with business contacts 

	2. Maintain business relationships
	2.1 Use communication techniques to establish rapport with business contacts  
2.2 Identify barriers to business development opportunities 
2.3 Use problem-solving techniques to negotiate solutions to identified situations 
2.4 Seek specialist advice in the development of contacts as required

	3. Build and improve business relationships 




	3.1 Develop strategies to represent and promote organisational interests to contacts
3.2 Participate in formal and informal networks that promote the organisation 
3.3 Communicate issues of relationships in writing and verbally to organisational personnel 
3.4 Seek and respond to feedback from management on the quality of relationships with business contacts



Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	SKILL
	DESCRIPTION

	Learning
	Seeks opportunities to develop and extend expertise and identify areas for professional improvement

	Reading
	Sources and analyses information to establish networks that consistently promote business opportunities

	Writing
	Uses appropriate vocabulary, layout and grammatical structure to convey ideas and information 

	Oral Communication
	Uses persuasive language and appropriate non-verbal features to achieve mutually acceptable outcomes
Uses active listening and questioning techniques to confirm understanding

	Initiative and enterprise 
	Identifies and adheres to organisational policies and procedures

	Teamwork
	Looks for ways of establishing connections and building genuine understanding with a diverse range of people
Cultivates relationships with people with the knowledge, skills and influence to get things done or provide support

	Planning and organising 
	Takes responsibility for planning, sequencing and implementing tasks required to build and maintain networks
Uses analytical processes to identify problems, gather relevant information, evaluate options and determine solutions




Unit Mapping Information
Supersedes and is equivalent to BSBREL401 Establish networks.
Supersedes but is not equivalent to:
BSBREL402 Build client relationships and business networks
BSBREL403 Implement international client relationship strategies
BSBSMB411 Manage specialist external advisory services.

Links
Companion Volume Implementation Guide is found on VETNet:  https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24292747]Assessment Requirements for BSBTWK401 Build and maintain business relationships

Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
communicate with others to build and maintain at least two different business relationships.

In the course of the above, the candidate must:
identify and locate networking opportunities 
promote professional business relationship using written and verbal communication techniques
identify barriers to business development and negotiate solution using business contacts 
identify methods to improve business relationships
participate in formal and informal networking opportunities that promote the business
develop and respond to feedback from relevant individuals on business relationship quality. 
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
strategies for establishing and maintaining business relationships
methods of engaging with business contacts including through participation in professional networks and associations 
relevant networks, organisations, agencies, associations or individuals
principles and techniques needed to negotiate positive outcomes 
client and organisational policies, plans and procedures relevant to business relationships
methods for obtaining feedback on promotional activities.

Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to:
workplace documentation and resources 
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10





[bookmark: _Toc24292748]BSBTWKDIV501 Manage Lead diversity in the workplaceand inclusion
[bookmark: O_700503]
[bookmark: O_700504]Application
This unit describes the skills and knowledge required to lead manage diversity in the workplacefor a work area. It covers implementing the organisation’s diversity policy, fostering diversity within the work team and promoting the benefits of a diverse workplace.
It applies to individuals who direct the work of others in teams of variable sizes. They may work with staff from different cultures, races, religions, generations, or other forms of difference in any industry context. 
No licensing, legislative or certification requirements apply to this unit at the time of publication. 
[bookmark: O_700507]Unit Sector
Social Competence – Teamwork and Relationships
[bookmark: O_700508]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Establish Implement diversity policy	Comment by Author: Scope of Element must be larger than the PCs
	1.1 Locate and review organisational diversity policy 
1.2 Identify Determine its application of diversity policy in to the specific work contextarea
1.3 Assess currency and efficacy of diversity policyInstitute actions to ensure that the diversity policy is understood and implemented by relevant parties
1.4 Provide feedback and suggestions for improvement of organisational diversity policyto ensure currency and efficacy of diversity policy

	2. Foster respect for diversity in the work team
	2.1 Address own prejudices and demonstrate respect for difference in personal interactions
2.2 Aim for diversity in selecting and recruiting staff
2.13 Identify and address training needs to promote adrespect for difference in personal interactions dress issues of difference in the team
2.24 Implement measures to support Manage tensions and encourage collaboration and respect between staff not who struggle to working effectively with diversity effectively with difference	Comment by Author: Clarification of existing PCs
2.35 Develop processes to demonstrate benefits of working with difference for the work area Assist staff to see that working effectively with difference is a strength that can improve the organisation’s products, services and customer relations
2.46 Address workplace diversity Manage allegations of harassment and address complaints according to established organisational policies and procedures

	3. Promote the benefits of diversity
	3.1 Promote organisational the organisation’s workforce diversity in internal and external forums to enhance the company’s image and reputation
3.2 Identify role of diversity in gaining a Capture ideas and information from the diversity in the workforce to enhance products and services and contribute to competitive advantage for the organisation 
3.3 Support organisational efforts to champion value diversity 	Comment by Author: Internally – externally is assessed in 3.1




[bookmark: O_700509]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	SKILL
	DESCRIPTION

	Reading
	Identifies, analyses and evaluates complex texts to determine particular diversity requirements 

	Writing
	Collates ideas and information from various sources
Prepares factual and informative documentation to suit purpose and audience
Records investigation findings according to organisational and legislative requirements 

	Oral Communication
	Presents information and opinions using language and non-verbal features appropriate to audience
Participates in discussions using listening and questioning to elicit the views of others and to clarify or confirm understanding 

	Initiative and enterpriseNavigate the world of work
	Takes full responsibility for following policies, procedures and legislative requirements 
Seeks to improve policies and procedures to better meet organisational goals 

	Interact with othersTeamwork
	Selects, implements and seeks to improve protocols governing communications to clients and co-workers in a range of work contexts
Collaborates with others to achieve shared goals
Interacts effectively with people from diverse backgrounds
Manages conflict in the workplace through the recognition of contributing factors and by implementing strategies to resolve conflict

	Planning and organisingGet the work done
	Accepts responsibility for planning and sequencing complex tasks and workload, negotiating key aspects with others 
Uses analytical skills to decide on appropriate application of diversity policy in a range of complex situations 
Investigates new and innovative ideas as a means to continuously improve work practices and processes 




[bookmark: O_700511]Unit Mapping Information
Supersedes and is equivalent to BSBDIV501 Manage diversity in the workplace.
Supersedes but is not equivalent to BSBDIV601 Develop and implement diversity policy.

[bookmark: O_700518]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292749]Assessment Requirements for BSBTWKDIV501 Manage Lead diversity in the workplaceand inclusion
[bookmark: O_700513]
[bookmark: O_700514]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
demonstrate the application of diversity policy in a work context
critically review organisational a diversity policy
implement strategies to ensure that improve awareness of  challenges experienced by individuals from diverse groupsdiversity is understood and respected in the work team
identify and support training needs of staff struggling to work with diversity 
demonstrate compliance with procedures for handling complaints or harassment allegations
promote the benefits of diversity to others both internally and externally.
[bookmark: O_700515]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
outline organisational diversity policy 
organisational processes for feedback on policy 
organisational benefits and competitive advantage of a diverse workforce
organisational formal and informal complaints procedures
identify and outline key features of relevant current legislation regarding:
age discrimination
disability discrimination
racial discrimination
sex discrimination
human rights 
equal opportunity.

[bookmark: O_700516]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
legislation, regulations and codes of practice for managing diversity

workplace diversity policies and procedures.
interaction with others.

[bookmark: O_700519]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292750]BSBWORTWK502 Lead and mManage team effectiveness
[bookmark: O_645924]
[bookmark: O_645925]Application
This unit describes the skills and knowledge required to lead teams in the workplace and to actively engage with the management of the organisation.
It applies to individuals working at a managerial level who facilitate worklead  teams and build a positive culture within their work teams. At this level, work will normally be carried out using complex and diverse methods and procedures requiring the exercise of considerable discretion and judgement, using a range of problem solving and decision- making strategies.
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.
[bookmark: O_645928]Unit Sector
Social Competence – Teamwork and Relationships
[bookmark: O_645929]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Establish team performance plan
	1.1 Identify Consult team members to establish a common understanding of team purpose, roles, responsibilities and accountabilities in work teams according to in accordance with organisational and task goals, plans and objectives  
1.2 Develop performance plans with to establish expected outcomes, outputs, key performance indicators (KPIs) and goals for work team  
1.3 Support team members in meeting expected performance outcomes

	2. Develop and facilitate team cohesion
	2.1 Develop strategies for facilitating to ensure team members have input into planning, decision making and operational aspects of team tasks work team  	Comment by Author: “ensure” inappropriate word – “facilitate” more appropriate? 
2.2 Develop policies and procedures for promoting to ensure team member s take accountability responsibility for personal own work and team tasksassist others to undertake required roles and responsibilities  
2.3 Provide feedback to team members on  to encourage, value and reward individual and team efforts and contributions  
2.4 Develop processes for identifying and addressing to ensure that issues, concerns and problems identified by team members are recognised and addressed 

	3. Facilitate teamwork
	3.1 Encourage team members and individuals to participate in and to take responsibility for team activities, including communication processes   
3.2 Support the team in identifying and resolving work performance problems  
3.3 Promote work team collaboration through individual behaviour Ensure own contribution to work team serves as a role model for others and enhances the organisation’s image for all stakeholders	Comment by Author: Simplified the PC 

	4. Liaise with stakeholders
	4.1 Establish and maintain open communication processes with allrelevant stakeholders   
4.2 Communicate information from line manager/management to the team  	Comment by Author: Includes the frontline manager
4.3 Communicate and follow-up unresolved issues, concerns and problems raised by team members with line and follow‑up with line manager/management and other relevant stakeholders  
4.4 Address Evaluate and take necessary corrective action regarding unresolved issues, concerns and problems raised by internal or external stakeholders



[bookmark: O_645930]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	SKILL
	DESCRIPTION

	Reading
	Analyses and interprets textual information from the organisation’s policies, goals and objectives to establish team goals or to determine corrective action

	Writing
	Prepares written reports and workplace documentation that communicate complex information clearly and effectively

	Oral Communication
	Engages in discussions or provides information using appropriate vocabulary and non-verbal features 
Uses listening and questioning techniques to confirm understanding and to engage the audience 

	Enterprise and initiative Navigate the world of work
	Identifies Understands how own role contributes to broader organisational goals 
Modifies or develops policies and procedures to achieve organisational goals

	Teamwork Interact with others
	Selects and uses appropriate conventions and protocols when communicating with diverse stakeholders
Uses interpersonal skills to gain trust and confidence of team and provides feedback to others in forms that they can understand and usecan be understood and used
Adapts personal communication style to build positive working relationships and to show respect for the opinions, values and particular needs of others
Plays a lead role in situations requiring effective collaboration, demonstrating high level conflict resolution skills and ability to engage and motivate others 

	Planning and organising Get the work done
	Develops, implements and monitors plans and processes to ensure team effectiveness
Monitors and actively supports processes and development activities to ensure the team is focused on work outcomes
Plans for unexpected outcomes and implements creative responses to overcome challenges




[bookmark: O_645932]Unit Mapping Information
Supersedes and is equivalent to BSBWOR502 Lead and manage team effectiveness. 
Supersedes but is not equivalent to:
BSBMGT520 Plan and manage the flexible workforce
BSBWRK409 Prepare for and participate in dispute resolution.
[bookmark: O_645939]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24292751]Assessment Requirements for BSBTWKWOR502 Lead and mManage team effectiveness
[bookmark: O_645934]
[bookmark: O_645935]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
use leadership techniques and strategies to ffacilitate team cohesion and work outcomes on at least 3 occasions including:
encouraging and fostering shared understanding of purpose, roles and responsibilities
identifying and resolving problems
providing feedback  to encourage, value and reward others
modelling desired behaviour and practices 
develop policies and procedures for accountability in relation to individual and team responsibilities to ensure team members take responsibility for own work and assist others to undertake required roles and responsibilities 
establish processes to address issues and resolve performance issues 
support team to meet expected performance outcomes including providing formal and informal learning opportunities as needed   
develop performance plans with key performance indicators (KPIs), outputs and goals for individuals or the team which incorporate input from stakeholders
communicate effectively with a range of stakeholders about team performance plans and team performance 
facilitate two-way flow of information between team and management relevant to team performance
evaluate and take necessary corrective action regarding unresolved issues, concerns and problems raised by internal or external stakeholders.
[bookmark: O_645936]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
explain how impacts of group dynamics on can support or hinder team performance 
methods of establishing team activities including communication processes   	Comment by Author: Reference to PC 3.1 where “including communication processes’ was removed from the original PC 
outline strategies that can support team cohesion, participation and performance 
explain strategies for gaining consensus
explain issue resolution strategies.

[bookmark: O_645937]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
workplace documents relevant to team task objectives
case studies and, where possible, real situations
office equipment and resources 
interaction with others.

[bookmark: O_645940]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24292752]BSBTWKADM5032 Manage meetings
[bookmark: O_645292]
[bookmark: O_645293]Application
This unit describes the skills and knowledge required to manage a range of meetings including overseeing the meeting preparation processes, chairing meetings, organising the minutes and reporting meeting outcomes.
It applies to individuals employed in a range of work environments who are required to organise and manage meetings within their workplace. This includes, including conducting or managing administrative tasks including providing agendas and meeting materials. These individualsy may work as senior administrative staff or may be individuals with responsibility for conducting and chairing meetings in the workplace.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_645296]Unit Sector
Social Competence – Teamwork and Relationships
[bookmark: O_645297]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare for meetings
	1.1 Develop agenda according to in line with stated meeting purpose 
1.2 Establish and verify meeting requirements with relevant individuals Ensure style and structure of meeting are appropriate to its purpose 
1.3 Contact and confirm Identify meeting with participants and notify them in accordance withaccording to organisational procedures
 
1.4 Confirm meeting arrangements in accordance with requirements of meeting 
1.45 Despatch Provide meeting papers to participants within designated timelinesaccording to task requirements  

	2. Conduct meetings
	2.1 Chair meetings according to in accordance with organisational requirements, agreed conventions for type of meeting and legal and ethical requirements  
2.2 Conduct meetings to ensure they are focused, time efficient and achieve the required outcomes  
2.23 Promote participation, discussion, problem solving and resolution of issues Ensure meeting facilitation enables participation, discussion, problem‑solving and resolution of issues 
2.34 Brief minute-taker on method for recording meeting notes in accordance with organisational requirements and conventions for type of meeting  

	3. Follow up meetings
	3.1 Review meeting minutes and edit as required Check transcribed meeting notes to ensure they reflect a true and accurate record of the meeting and are formatted in accordance with organisational procedures and meeting conventions  
3.2 Distribute and store minutes and other follow‑up documentation within designated timelines, and according to organisational requirements
3.3 Report outcomes of meetings as required, within designated timelines  




[bookmark: O_645298]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	SKILL
	DESCRIPTION

	Reading
	Identifies and interprets information from complex texts including legislation, organisational policies and procedures
Compares final output with original notes to check for accuracy

	Writing
	Addresses the context, purpose and audience when generating a range of texts
Prepares complex texts from notes using appropriate structure, and accurate spelling, grammar and punctuation  
Records notes of meeting proceedings according to organisational requirements
Edits and corrects own work to ensure accuracy

	Oral Communication
	Participates in verbal exchanges using appropriate style, tone and vocabulary for  audience, context and purpose
Listens for specific information during meetings
Asks questions and listens to responses to clarify understanding

	Numeracy
	Identifies Recognises and interprets numerical information related to timeframes and budgets

	Enterprise and initiative Navigate the work of work
	Identifies Recognises and responds to both explicit and implicit organisational procedures and protocols and legislative/ and regulatory requirements

	Teamwork Interact with others
	Selects the appropriate form, channel and mode of communication for a specific purpose relevant to own role
Cooperates with others as part of familiar activities,          playing an active role in facilitating group interaction 

	Planning and organising Get the work done
	Applies formal processes when planning complex tasks, producing plans with logically sequenced steps, reflecting an awareness of time constraints 
Recognises and takes responsibility for addressing predictable problems in familiar work contexts   




[bookmark: O_645300]Unit Mapping Information
Supersedes and is equivalent to BSBADM502 Manage meetings. 

[bookmark: O_645307]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24292753][bookmark: O_645302]Assessment Requirements for BSBTWKADM5023 Manage meetings

[bookmark: O_645303]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
manage a meeting on at least two occasions.

In the course of the above, the candidate must:
apply conventions and procedures for formal and informal meetings including: 
developing and distributing agendas and papers
identifying and inviting meeting participants
organising and confirming meeting arrangements
running meetingthe meeting and following up
completing meeting-follow up actions
organise, take part in and chair a meeting
record and store meeting documentation
follow applicable organisational policies and procedures.
[bookmark: O_645304]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
outline meeting terminology, structures,  and arrangements 
outline responsibilities of the chairperson and explain key features of group dynamics in relation to managing meetings
key features of describe options for meetings including face-to-face, teleconferencing, web-conferencing and using webcams and videoconferencing
methods for recording meeting notes including relevant organisational requirements and conventions for type of meeting  
identify the relevant organisational procedures and policies regarding meetings, chairing and minutes including identifying organisational formats for minutes and agendas.

[bookmark: O_645305]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
reference material in regard to meeting venues and technology, catering and transport suppliers
organisational policies and procedures for managing meetings
office supplies and equipment
computers and relevant software
case studies and, where possible, real situations.

[bookmark: O_645308]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24292754]BSBTWK601 Develop and maintain strategic business networks 

Application
The unit describes the skills and knowledge required to establish professional relationships and networks to support organisational objectives. 
The unit applies to individuals who hold significant accountability for the effective functioning and success of an organisation or work area. At this level, work will generally be carried out using complex and diverse methods and procedures requiring the exercise of considerable discretion and judgement, using a range of problem solving and decision-making strategies.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
Unit Sector
Social Competence – Teamwork and Relationships
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Plan networking activities
	1.1 Identify potential business contacts according to networking objectives and organisational strategy
1.2 Evaluate and select potential business contacts
1.3 Plan subject matter of communication with identified businesses contacts
1.4 Evaluate methods for contacting identified business contacts

	2. Undertake networking activities
	2.1 Establish contact with identified business contacts
2.2 Communicate advantages of developing business relationship according to plan
2.3 Confirm communication channels for future correspondence

	3. Maintain networks
	3.1 Identify existing business relationships and assess strategic importance according to organisational objectives
3.2 Develop plan for maintaining strategic business relationships
3.3 Evaluate opportunities for collaboration with business contacts according to organisational strategy 



Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	SKILL
	DESCRIPTION

	Reading
	Identifies and interprets information from complex texts including organisational policies and procedures

	Writing
	Communicates relationships between ideas and information, matching style of writing to purpose and audience
Researches, plans and prepares for business communication

	Oral Communication
	Participates in verbal exchanges using appropriate style, tone and vocabulary for  audience, context and purpose
Participates in discussions using listening and questioning to elicit the views of others and to clarify or confirm understanding

	Numeracy
	Identifies and interprets numerical information relevant to organisational strategy

	Enterprise and Initiative
	Takes full responsibility for identifying and complying with legislative requirements applicable to self and the organisation

	Teamwork 
	Sequences and schedules complex activities, monitors implementation and manages relevant communication

	Planning and organising 
	Applies formal processes when planning complex tasks, producing plans with logically sequenced steps, reflecting an awareness of time constraints 
Identifies and takes responsibility for addressing unpredictable problems in work contexts   



Unit Mapping Information
No equivalent unit. New unit.
Supersedes but is not equivalent to:
BSBCMM501 Develop and nurture relationships
BSBREL501 Build international client relationships
BSBREL502 Build international business networks.

Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24292755]Assessment Requirements for BSBTWK601 Develop and maintain strategic business networks 

Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
evaluate potential business contacts
identify methods for contacting potential business contacts including conferences, professional associations and business networking opportunities 
communicate the value of establishing a shared business relationship to at least three different parties
develop a plan for maintaining strategic business relationships
evaluate opportunities to collaborate with business contacts 
initiate follow-up correspondence.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
key features of organisational strategy
common opportunities and risks associated with business collaboration
methods for contacting potential business contacts applicable to the industry.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
organisational strategy documents relevant to performance evidence
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

 
