
Discuss the leadership techniques you use to facilitate team cohesion 
and work outcomes.
Describe the procedures you have developed to measure and manage 
performance, including performance plans using key performance 
indicators, for individuals in your workplace.
Outline how you ensure work outcomes for your team are met, 
including providing formal and informal learning opportunities in the 
workplace. How do you communicate team plans and the relevant 
expectations to team members, and others?
Describe a situation where you have effectively resolved a performance 
issue involving a team member.

Critical Evidence Requirements,
If you can answer the following questions, you are likely to be 
eligible for RPL. We can talk about the evidence to provide as part of 
developing your Personal Learning Plan.

BSBWOR502 
Lead and Manage Team 

Effectiveness

Diploma of Leadership and Management | 
Diploma of Business | Diploma of Business Administration

Evidence Requirements for Units of Competency
(Units listed are available via Coursework and via RPL/RCC)
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Dip LAM Dip Bus Dip Bus Admin

Describe the business technology you use and how it enables you to 
organise and prioritise tasks and commitments.
Identify and explain how you measure and maintain your work 
performance including how you assess your competency against 
performance standards and how feedback is provided.
Describe how you develop and maintain your personal development 
plan, including how you identify career objectives, areas of skill 
development and develop an action plan to achieve them.
Critically analyse the business networks you actively participate in, your 
investment and the tangible benefits they have brought to you in the 
last twelve months.
Discuss how you maintain a work-life balance, the benefits and the 
triggers that allow you to identify a lack of work life balance in your life.

Elective Elective Elective

BSBWOR501 
Manage Personal Work Priorities 
and Professional Development

Core Elective
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Describe how you have identified the scope and context of the risk 
management process, including stakeholder analysis, objectives and 
critical success factors, context and risks to scope.
Discuss the process and steps you follow to develop, implement, 
monitor and evaluate a risk management plan for your organisation, 
including the stakeholder consultation and communication process 
involved in identifying risk, determining priorities and required action.
Discuss the considerations and range of information required to:

	 •	Analyse	risk	context
	 •	Identify	and	analyse	risks	
	 •	Implement	and	evaluate	treatment	control	measures

Explain the risk management documentation required in your 
workplace.
Identify the risk management legislation, codes of practice and national 
standards applicable in your workplace and the purpose and key 
elements of these standards and legislation.

Discussing a project plan that you have created, list the steps that 
you took from defining project parameters, through implementation 
to finalisation and review. Describe the stakeholder consultation and 
communication process undertaken and how you supported your team 
from implementation to project completion.
Critically analyse the monitoring, evaluating and final review of the 
Project, identifying what worked well and what could be improved 
upon.
Discuss the various project management tools that are available, those 
you have used and how they can be used to support your project from 
implementation to completion.
Explain processes for identifying and managing risk in a project.
Discuss the process of defining the project parameters including 
sources of information and

 types of documentation commonly used.
Discuss legislative requirements and workplace policies and procedures 
that impact upon a project.

Describe the circumstances in which you developed and implemented 
an operational plan(s), including the process for obtaining approvals, 
liaising with stakeholders and negotiating variations.
 Describe the strategies you implemented and actions you took to meet 
the desired outcomes of your operational plan, including resource 
acquisition and protection of intellectual property.
Discuss how an operational plan is used to achieve organisational 
objectives and how your operational plan was monitored and evaluated 
against workplace performance?
What communication processes did you utilise to communicate 
effectively with stakeholders regarding approvals and variations to the 
plan?
Describe models and methods for operational plans, including the 
budgeting process and the legislation and regulations relating to the 
organisational plan.

BSBRSK501 
Manage Risk

BSBPMG522 
Undertake 

Project Work

BSBMGT517
Manage 

Operational Plan

Elective

Core

Elective

Elective Elective Elective
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Describe the actions you have taken to develop work plans and allocate 
work amongst personnel within the organisation.
Discuss how you identify the performance standards required of 
individuals in the workplace. Describe performance appraisal systems 
you have used, how you provided performance feedback to staff and 
how you determine if set standards are met.
Describe the features of an effective performance management system, 
including the benefits when used effectively and the issues that arise 
when managed poorly.
Describe strategies for staff development and performance 
improvement. How do you reinforce performance excellence in 
individuals and teams?
Explain unlawful dismissal rules and due process.
Discuss awards, certified agreements, legislative & regulatory 
requirements relevant to performance management.

Discuss the relationship between emotionally effective people and the 
attainment of business objectives.
Explain emotional intelligence principles and strategies.
Describe the behaviours that you model in the workplace that 
demonstrate management of your emotions. Identify your own 
emotional strengths, weaknesses and workplace stressors. Is this 
consistent with feedback received from others? Provide examples to 
support your determination.
Explain how emotional intelligence can be used to build workplace 
relationships. How have you recognised and responded to the 
emotional states of others in the workplace, and promoted the 
development of their emotional intelligence?
Different cultures express emotions in different ways. How can this be 
taken into account when communicating in the workplace.

Describe the policies and processes you have developed and/or 
implemented to:

 •	manage ideas and information, such as communication around work  
 responsibilities or resolution of work related issues

 •	address issues in the workplace including conflict resolution and   
 assistance provided for workplace issues

 •	support cultural diversity and ethical values within the organisation
Discuss how you have adjusted your own interpersonal communication 
style to support the cultural diversity and the ethical environment 
within an organisation.
Discuss the networks you participate in and the measureable outcomes 
for you, the business and your team.
List legislation applicable to the management of workplace 
relationships and explain how systems and procedures can be used to 
develop and support effective workplace relationships.
Describe effective conflict resolution and communication strategies 
used in the workplace and behaviours you demonstrate to develop 
trust in your business relationships.

BSBMGT502
Manage People

Performance

BSBLDR501 
Develop and Use Emotional 

Intelligence

BSBLDR502
Lead and Manage Effective 

Workplace Relationships

Elective Elective

Core

Core
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Describe how you plan to meet the needs of internal and external 
customers, including identifying and assessing their needs.
Discuss how you assist team members to overcome difficulties in 
meeting the organisation’s quality and delivery standards.
Describe the strategies used to monitor and review customer service 
and obtain feedback, including the benefit of effective purchasing 
strategies.

Outline the payroll procedures that you have developed in the 
workplace.

 Describe the steps required to effectively establish and manage a 
payroll system, including how you create and administer accurate 
payroll records and the procedures you follow for calculating and 
authorising payment of salaries and wages.

 Outline organisational policies and procedures relevant to the full range 
of payroll tasks.

 Explain key provisions of relevant legislation, standards, regulations 
and codes of practice that may affect aspects of payroll operations.

BSBCUS501 
Manage Quality 

Customer Service

BSBFIM502 
Manage Payroll

Elective Elective

Elective Elective

 Describe how you have designed, tested, produced and amended 
documents and templates created for use in your workplace. Discuss 
the procedures, including:

	 •	how	documentation	needs	are	determined	and	standards					
  established

	 •	software	used,	training	provided	and	use	of	external	expertise
	 •	development	and	implementation	cost	considerations
 Discuss the considerations that need to be made when modifying, 

creating, implementing and monitoring templates in the workplace 
and the documentation and training you have developed and 
implemented to support the implementation of templates and macros. 

 Discuss your experience in monitoring and providing continuous 
improvement in documentation standards.

 Describe legislative requirements relevant to the process of business 
document design and development.

BSBADM506 
Manage Business Document 

Design and Development

 When planning and implementing the development or modifications 
for an administrative system:

	 •	How	did	you	determine	the	requirements	or	modifications			 	
  necessary?

	 •	What	steps	did	you	take	in	this	planning	process?
	 •	What	stakeholders	did	you	work	with	and	what	were	their	roles?
	 •	What	documentation	was	completed?
	 •	What	training	and	support	was	provided	to	staff?
 Discuss the strategies used to monitor and continuously improve the 

implemented system.
 Discuss legislation and organisational policies and procedures 

relevant to the review of organisational administration.

BSBADM504
Plan and Implement 

Administrative	Systems

Elective Elective

Elective

Elective

Elective
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 Discuss your experience in organising meetings. When organising 
meetings,	discuss	the	actions	you	take,	prior	to,	during	and	after	the	
meeting?

 Describe the procedures for organising formal and informal meetings. 
Outline meeting terminology and structures including meeting 
formats face-to-face, teleconferencing, web-conferencing and using 
webcams.

 Discuss your experience in chairing meetings, the responsibilities of 
the Chairperson, their role in managing the group dynamics of the 
meeting and potential consequences if the group dynamics aren’t 
managed effectively.

 List the organisational policies which impact upon the recording and 
storing of meeting documentation.

 Explain the various concepts and theories of innovation and discuss 
how these facilitate effective innovative practices.

 Provide examples of how your organisational vision and objectives 
support the practice of innovation. Describe barriers to innovative 
practices in the workplace, and ways to overcome them.

 Discuss the procedures and practices that you have established, and 
tools used to promote innovation in the workplace, including:

	 •	collaborative	work	arrangements
	 •	evaluation,	promotion	and	celebration	of	innovative	ideas
	 •	building	team	capacity	through	informal	and	formal	learning
 Describe the behaviours that you demonstrate to foster an innovative 

workplace, and how different leadership styles can support or hinder 
innovation.

 Discuss how you have evaluated and created a physical environment 
which supports innovation, through either design, fit-out or décor.

 Describe the actions you have taken to plan, implement, monitor 
and evaluate financial systems and processes within an organisation, 
including the record keeping, reporting and communication process 
you follow to report on financial plans, variations and outcomes.

 Describe the basic accounting principles, techniques and skills you 
have used when working with and interpreting budgets, ageing 
summaries, cash flow, petty cash, goods and services tax (GST), 
financial statements including profit & loss.

 Discuss the key requirements for financial record keeping and auditing 
and your experience in contingency planning.

 How do you monitor and support the members of your team?
	 Explain	the	legislative	requirements	of	the	Australian	Tax	Office	and	

any other legislative requirements you are required to address in your 
workplace?

 Describe some performance management systems and evaluate their 
strengths and weaknesses.

 How have you aligned a performance management strategy with a 
human resources strategy?

 What legislation affects this work?
 What steps did you take to design, gather support for and implement 

an effective performance management system?
 What approaches have you used in your workplace to improve 

performance and address Identified performance gaps?

BSBADM502
Manage Meetings

BSBINN502
Build and sustain an innovative 

work environment

BSBFIM501
Manage Budgets and Financial 

Plans

BSBHRM512
Develop and manage performance 

management processes

Elective

Elective

Elective

Elective

Elective

Elective

Elective

Elective
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 Describe the processes that you use to identify and provide access for 
people in your team to participation in internal or external learning 
opportunities.

 What strategies do you use to help team members develop their 
workplace knowledge, skills and attitudes, and encourage them to 
share their skills and knowledge with others in the team?

 How do you monitor or assess individual and team learning to 
determine effectiveness and identify any appropriate additional work-
based support?

 Describe your organisation’s systems and procedures to record and 
report on training completions, status and competency.

 What are some strategies and approaches to improving work 
outcomes that you have used?

 How can you monitor performance and customer service?
 Describe some models of continuous improvement.

 Discuss the conferences you have been involved in and how you 
planned and managed them.

 What kind of information is required in order to successfully prepare 
for the planning of a conference?

	 What	are	the	best	methods	of	communication?	And	how	do	you	
promote the event?

 What kind of contingency situations do you need to prepare for?

 Describe the information or knowledge management systems used by 
staff within your workplace.

 How do you identify the learning needs of relevant personnel in the 
use of an information or knowledge management system?

 How do you organise and facilitate the learning needs of relevant staff 
within the organisation?

 How do you determine the effectiveness of the system’s contribution 
to business and operational plans?

 Discuss a change to work practices implemented in your workplace. 
How was the need for change identified and how did you contribute to 
the implementation of the change?

 What methods have you used to gather information on the effect of 
change and how have you presented this information?

 Describe an innovative idea you have had to improve work practices. 
What guidelines did you follow when considering the idea and how 
did you source feedback on the idea?

 What is your involvement in the planning, development and 
implementation of organisational policy regarding sustainability in 
your workplace?

 How do you promote workplace sustainability to stakeholders?
 What monitoring techniques do you use to identify the performance of 

sustainability policies?

BSBLED501
Develop a workplace learning 

environment

BSBMGT516
Facilitate continuous 

improvement

BSBADM503
Plan and manage conferences

BSBINM501
Manage an information or 

knowledge management system

BSBINN301
Promote innovation in a team 

environment

BSBSUS501
Develop workplace policy and 
procedures for sustainability

Elective

Elective

Elective Elective

Elective Elective

Elective

Elective

Elective

Elective

Elective

Elective
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 Describe a workforce development plan that you have developed, 
including relevant research and specific strategies.

 What are the labour demand and supply related to your specific 
industry?

 How are policies and procedures relating to recruitment selection 
developed within your organisation?

 How do you recruit and select staff within your organisation?
 What is the process for managing the induction of staff within your 

organisation?

 How have you contributed to continuous improvement in your 
workplace?

 How do you establish and maintain personnel needs in relation to an 
event?

 What are important considerations when developing job 
specifications?

 Describe the process you follow to recruit staff, including assessing 
and selecting applicants.

 What is your role in establishing and maintaining an WH&S system 
within your organisation?

 How have you identified and controlled workplace hazards and their 
associated risks?

 What process do you follow to ensure a quality WH&S management 
system is in place?

 How do you go about identifying and evaluating marketing 
opportunities to determine whether they will meet organizational 
objectives?

 How have you documented the changes needed to current business 
operations to take advantage of new opportunities?

BSBHRM513
Manage workforce planning

BSBHRM506
Manage recruitment, selection 

and induction processes

BSBMGT403
Implement continuous 

improvement

BSBHRM405
Support the recruitment, selection 

and induction of staff

BSBWHS501
Ensure a safe workplace

BSBMKG501
Identify and evaluate marketing 

opportunities
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Elective

Elective

Elective

Elective

Elective
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It’s one thing to think about taking the next step to secure your future. It is another to actually go and do it.

The first step is to have a conversation with the person who will be your trainer. You can arrange this by calling 1300 
141 994 and making an appointment. The business qualifications are coordinated by Bryan West. He is a stickler for 
quality and likes to keep the Diploma numbers pretty low to ensure that we can provide the highly individualised 
level of service needed for people who are genuinely committed to this qualification. For us, it’s not just about you 
being competent. It’s about you being confident.

Schedule your conversation with Bryan by calling 1300 141 994.

What next   ?

 How do you determine strategies for delivery of human resources 
services in your organisation?

 How do you manage the delivery of human resources services in your 
organisation?

 How do you monitor and evaluate the delivery of human resources 
services in your organisation?

 How do you plan and implement a coordinated approach to human 
resources functions across your organisation?

 How do you determine the mediation requirements within the 
organisation?

 How do you establish guidelines for mediation with stakeholders?
 What steps do you follow in preparing for mediation?
 What is your process for reaching settlement of a dispute?
 How do you assess the effectiveness of the mediation process?

 For at least one direct marketing campaign, describe how you 
allocated responsibilities to team members and external suppliers.

 What skills do you use to coordinate physical and human resources to 
implement a direct marketing campaign?

 How do you monitor and analyse campaign performance with your 
team?

BSBHRM501
Manage human resources services

BSBHRM510
Manage mediation processes

BSBMKG509
Implement and monitor direct 

marketing activities

Elective

Elective

Elective
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