
The New Tax System
Recognise The New Tax System
Quote an Australian Business Number
Complete a Business Activity Statement
Pay or collect goods and services tax
Prepare tax invoices and adjustment notes
Claim input tax credits
Withhold income tax
Maintain adequate records

Workplace Environment
Classify business activities
Achieve organisational goals and objectives
Interpret business terminology
Distinguish between public and private organisations
Identify how business is funded
Recognise the organisational structure of a business
Establish workplace rights and responsibilities
Measure standards of work performance
Recognise equal opportunity and human rights practices
Be aware of industrial relations policies
Adapt to change in the workplace
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Workplace Effectiveness
Define the roles of office support staff
Identify office tasks
Acquire business skills
Plan and organise your personal work schedule
Prioritise and delegate
Manage time
Make decisions and solve problems
Negotiate and deal with conflict
Develop interpersonal skills
Be pleasantly assertive
Develop personal qualities
Cultivate a positive attitude
Build up your self-esteem
Present an impressive image
Manage stress
Maintain psychological, physical and social fitness
Participate effectively in work teams
Become an effective team leader

Office Role and Function
Identify the role and function of an office
Recognise departments and specific office positions
Follow documented policies and procedures
Recycle and implement environmental practices
Create a healthy, comfortable working environment
Identify the role of workplace health and safety legislation
Implement health and safety practices in the workplace
Create a pleasant and productive office environment
Establish a home office
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Office Equipment and Supplies
Recognise general office equipment
Operate and maintain office equipment
Observe copyright laws
Use computers in the workplace
Establish and maintain general office supplies

Reception Protocol
Create a welcoming environment
Welcome people personally
Satisfy clients' needs
Interact with a variety of people
Make introductions and give directions
Establish and maintain an effective client database
Ensure appointments run smoothly

Telephone Operations
Keep up to date with the telecommunications industry
Operate telephone systems effectively
Communicate professionally by telephone
Respond to incoming telephone calls
Process incoming telephone calls
Log calls and pass on telephone messages
Generate telephone calls

Records Management
Recognise the importance of keeping records
Apply traditional indexing principles
Index names of individuals
Index company and business names
Store and retrieve paper-based records
Store and retrieve records electronically
Signpost all storage vehicles
Operate traditional filing systems
Prepare documents for storage
Track file movement and locate lost files
Transfer, archive and purge records
Provide security for records
Implement occupational health and safety procedures
Keep essential records

Mail Handling and Courier Services
Collect and open incoming mail
Process and act on incoming mail
Process outbound mail for posting
Send letters and parcels by mail
Pay for postage
Send parcels through a courier service
Prepare parcels for consignment
Prepare articles for bulk mailing
Select a direct marketing service
Send mail overseas using International Post

Business Travel
Organise business travel
Make effective travel arrangements
Prepare documentation of a business trip
Organise overseas travel

Meetings, Conferences, Seminars
Define the purpose of a meeting
Recognise the different types of meetings
Use meeting terminology
Prepare meeting documents
Plan and prepare for a successful meeting
Record the minutes of a meeting
Participate in meetings
Chair a meeting effectively
Organise a conference or seminar

Banking
Use banking facilities
Operate a cheque account
Withdraw from a cheque account–write a cheque
Reconcile a cheque account

Petty Cash
Establish a petty cash fund
Record transactions, balance and reimburse the fund

Business Financial Source Documents
Recognise the process of credit trading
Buy goods or services on credit
Sell goods or services on credit
Make adjustments to debtors' accounts
Issue statements of account and apply payments
Develop techniques for collecting outstanding monies

Stock Control
Monitor stock levels
Establish a stock control system
Maintain stock control
Conduct a stocktake

Payroll
Pay for labour
Maintain accurate records
Calculate wages and withhold appropriate income tax
Prepare and record wage details
Pay wages and calculate holiday pay

Job Seeking
Identify the job you want
Investigate and evaluate employment opportunities
Prepare a professional résumé or curriculum vitae
Write effective letters of application
Respond to job advertisements
Perform effectively in job interviews
Predict questions and plan responses
Evaluate your performance in seeking a job
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