
BSB40120 Certificate IV inBusiness 

SDGCollegePtyLtdT/ASDGCollege RTO 

CODE: 46394 

Email address:info@sdgcollege.edu.au 

Version 1.2 
November 2025 

 

 

 

BSB40120 – Certificate IV in Business 
 
 
 
 
 
 
 
 
 
 
 

 
QualificationOverview 

 
ThisqualificationreflectstheroleofindividualsinavarietyofBusinessServicesjobroles.These individuals 

may have supervisory performance accountabilities. 

Individualsintheserolescarryoutamixofspecialistandmoderatelycomplexadministrativeor 

operationaltasksthatrequireself-developmentskills.Theyusewell-developedskillsandabroad 
knowledge base to apply solutions to a defined range of unpredictable problems and analyse 
information from a variety of sources. They may provide leadership and guidance to others with 
some limited responsibility for the output of others. 

 
Jobrolesandtitlesvaryacrossdifferentindustrysectors.Possiblejobtitlesrelevanttothis qualification 
include: 

 
• OfficeAdministrator 

• SalesAssistant 

• TradeCoordinator 

• AssistantRecordsManager 

• Analyst 

• Customerserviceassistant 

• Administrator 
• MedicalReceptionist 

ModeofDelivery 

Duration 

Fees Tuition Fees 

Registration/Enrolment: 

Materials/Resources/Student 

Services & Amenities 

Face to Face/Online/Correspondence 26 

weeks including 2 weeks of holidays $ 

4000 $150 

$500 

Location(s) Level 3, 89 Overton Rd, Williams Landing, Victoria 
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UnitCodeandTitle CoreorElective 

BSBCRT411 Apply critical thinking to work practices Core 

BSBTEC404 Use digital technologies to collaborate in a work environment Core 

BSBTWK401 Build and maintain business relationships Core 

BSBWHS411 Implement and monitor WHS policies, procedures, and programs Core 

BSBWRT411 Write complex documents Core 

BSBXCM401 Apply communication strategies in the workplace Core 

BSBPEF401 Manage personal health and wellbeing Elective 

BSBPEF402 Develop personal work priorities Elective 

BSBXTW401 Lead and facilitate a team Elective 

 
Licensing/RegulatoryInformation 

Nolicensing,legislativeorcertificationrequirementsapplytothisqualificationatthetimeof publication. 

Pre-Requisites:Therearenopre-requisitesforthisqualification. 

 
EntryRequirements: 

 
• Theapplicantmustbe18-year-oldorover. 

• TheapplicantmustbeAustralian/NewZealandcitizenorpermanentAustralianresident. 

• The applicant must be must complete literacy and numeracy test and the pre-training review. 
Applicant will be assessed for suitability through a pre-training review. As a result of the pre- 
trainingreview,anyapplicantwithidentifiedbarrierswillbereferredtotheappropriatesupport 

services/officeorreferredexternallywhererequired. 

QualificationStructure 

 
Toachievethisqualification,thecandidatemustdemonstratecompetencyin12unitsasfollows: 

o 6coreunits,and, 

o 6electiveunits. 
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BSBMKG434 Promote products and services Elective 

BSBSUS412 Develop and implement workplace sustainability plans Elective 

 

 
 

 
LearningandAssessmentMethods Training 

Arrangements 

Classsessionsareplannedtoensurethatyouhaveamixtureofpracticalandtheoretical 

components, and those classes cater for a wide variety of learning styles. Additionally, workplace 
practicesandenvironmentswillberegularlysimulatedandusedtoconductskills-basedassessments in 
accordance with unit requirements. 

Studentsareexpectedfollowtheirtimetablesandtrainingplans.Homeworktasksmayinclude 

research,readingsfromrelatedcoursematerialandcontinuingtoworkonassessmenttasks. 
StudentsareprovidedwithcoursematerialsuchasStudentAssessmentswhichcomprisesof 
Knowledge and Skill assessment. 

AssessmentArrangements 

 
Assessmentwillbeconductedindividually/ingroups.YouwillbeprovidedwithaStudentAssessment 

Booklet for each unit of competency which includes: 

● Afulldescriptionofallassessmenttasksfortheunitofcompetency 

● Assessmentinstructionsforeachunitofcompetency 

● Assessmentresourcesforeachunitofcompetency 

● Detailsaboutwhenassessmentwilloccur 
● DetailsaboutassessmentsubmissionThereareavarietyofassessmentmethodsusedforthis 

qualificationincluding: 
● Writtenquestions 

● Projects 

● Casestudies 

● RolePlays 

● Research 

● Reports 

BSBOPS405 Organise business meetings Elective 

mailto:info@sdgcollege.edu.au
mailto:info@sdgcollege.edu.au
mailto:info@sdgcollege.edu.au


BSB40120 Certificate IV inBusiness 

SDGCollegePtyLtdT/ASDGCollege RTO 

CODE: 46394 

Email address:info@sdgcollege.edu.au 

Version 1.2 
November 2025 

 

 

 
Youwillberequiredtocompleteassessmentsinclass,andthisisnotexpectedtoexceed20hours per week. 

 
AdditionalSupportduringthecourse: 

 
Allstudentswillcompletealanguageliteracyandnumeracyassessmentuponenrolmentto 

determinetheirlearningsupportneeds.Allstudentswillbeprovidedwitharangeoflearning support 
options and resources to help you achieve competency. 

WhereadditionalsupportneedshavebeenidentifiedanIndividualSupportPlanwillbedeveloped which 

may include: 

● Mentoringfromtrainers 

● Additionalclasses,tutorials,andworkshops 

● Onlinesupportandexercisesforsomecourses 

● Computerandtechnologysupport 

● Referraltoexternalsupportservices 

● Reasonableadjustmenttoassessments 

 
Provisionofadditionalsupportserviceswillbeprovidedwherenecessarytoenablestudentsto 

participateinthesamewayasanyotherpersonregardlessofwhethersupportserviceshavebeen required. 

RecognitionofPriorLearning(RPL) 
 

Candidatesmaybeabletoshortenthelengthoftheirchosenqualificationbysupplyingevidenceof 

theirprevioustraining,employmentexperienceorotherlifeskillsthatdirectlyrelatetothe qualification 
competencies. The evidence must be valid, sufficient, and authentic. 

Contact SDG College directly to discuss your previous experience and we will be able to guide 

youthrough the RPL process. 

CreditTransfer(CT) 
 

Studentsmaybeabletoshortenthelengthoftheirchosenqualificationbyconsideringprevious 

studies.SDGCollegeacceptsandprovidescredittolearnersforunitsofcompetencyand/ormodules (unless 
licensing or regulatory requirements prevent this) where these are evidenced by: 

• AQFcertificationdocumentationissuedbyanyotherRTOorAQFauthorisedissuing 
organisation, or 
authenticatedVETtranscriptsissuedbytheRegistrar. 

mailto:info@sdgcollege.edu.au
mailto:info@sdgcollege.edu.au
mailto:info@sdgcollege.edu.au


BSB40120 Certificate IV inBusiness 

SDGCollegePtyLtdT/ASDGCollege RTO 

CODE: 46394 

Email address:info@sdgcollege.edu.au 

Version 1.2 
November 2025 

 

 

 
CreditTransferswillbegranteduponthereceiptofsufficientevidencetosupporttheapplicationand prior to 
the commencement of training. 

 
Completion 

At the successful completion of the course students will be awarded with the “Testamur” and a 
“RecordofResults”whichprovidesdetailedUnitsofCompetencycompletedinthequalification. 

AtthePartialCompletionofthecoursestudentswillbeawardedwitha“StatementofAttainment” 

whichwilldetailonlytheUnitsofCompetencythatstudenthasachievedcompetencyfromthe course. 

FutureStudyPathways 

 
AftersuccessfulcompletionofyourCertificateIV,youwillhavemanyotherstudyoptionsavailableto 

you.ItmayincludearangeofDiplomalevelqualificationswithintheBSBTrainingPackage,orother Training 
Packages. 

Paymenttermsandconditionsincludingdepositsandrefunds 

 
Prepaidfees(tuitionfeesandmaterialsfees)mustbemadetoSDGCollegePtyLtduponenrolment 

andpriortocommencementoftraining.SDGCollegePtyLtdreservestherighttowithdrawyour enrolment if 
payments are not made by the due date. 

SDGCollegePtyLtddoesnotcollectmorethan$1500inprepaidfeesfromlearnersatanytime. 

PleaserefertoPP2.8–FeesandRefundsPolicyandProcedureavailableonthewebsiteandthe student 
handbook. 

 
Payment Plan 

• InitialDepositatthetimeofEnrolment-$1400($150Registrationfees+$500materialfees+$750 tuition 

fees) 

• Theremainingtuitionfeestobepaidin5equalinstalmentsof$650monthly(fromthedateof 

commencement of the course) 

You will be provided with a detailed payment plan at the time of enrolment. Please contact Student Support 

Officer0468372157oremailyourqueryatinfo@sdgcollege.edu.auformoreinformationonthepaymentplan or any 

other query regarding the fees. 
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