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Start your business studies here 
This is an entry course for people working in all types of business as administrators and officers including 
project officers. In these roles, staff need well developed technology, administration and generalist business, 
communication, learning and development, critical thinking and marketing skills and knowledge. 
 

Learn about Australian business 
We provide opportunities to learn how different Australian businesses operate. You will study Australian 
business structures and case studies on how administration roles provide hands-on problem solving, use 
research, source advice and co-operate in diverse teams. You will practice using software the correct way 
and learn basic business theory with Australian business case studies. We focus on learning word, 
spreadsheet 2013, use of digital technologies for work environment, the latest techniques for managing 
workplace health and safety, balancing personal & work priorities, workplace communication, support 
learning and development, innovation within a team environment, applying critical thinking and marketing. 
 

Study and enjoy multicultural Burwood 
South Sydney College’s (SSC) campus is in the heart of Burwood at Level 2 11- 15 Deane Street. Get to the 
comfortable atmosphere of the college in 2 minutes after you get off from the train or bus. Multicultural 
Burwood is destination for international students to live and work - just 12 minutes by train from the heart 
of the city of Sydney. See the website for our photo gallery. 
 

Entry requirements 

• Must be at least 16 years old 
• Must hold a current Student Visa 
• Must demonstrate satisfactory completion of studies in applicant’s home country equivalent to 

an Australian Year 10 qualification*  
• Are required to provide evidence of any one of the following tests of upper intermediate 

proficiency in English: 

English Language Tests 

Item Test Name Also 
known as 

Minimum Test Score 

1 

International 
English 
Language 
Testing 
system 

IELTS Test • Overall band score 5.5; or 
• Overall band score 5 if packaged 

with at least 10 weeks’ ELICOS; or 
• Overall band score of 4.5 if 

packaged with at least 20 weeks’ 
ELICOS. 

2 

Test of 
English as a 
Foreign 
Language 
internet-
based test 

TOEFL iBT • 46; or 
• 35, if packaged with at least 10 

weeks’ ELICOS ; or 
• (c) 32, if packaged with at least 20 

weeks’ ELICOS. 

3 

Cambridge 
English: 
Advanced 
(CAE) test 

Certificate 
in 
Advanced 
English 

• 162; or 
• 154, if packaged with at least 10 

weeks’ ELICOS; or 
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• (c)      147, if packaged with at least 
20 weeks’ ELICOS. 

4 

Pearson Test 
of English 
Academic 

PTE • 42; or 
• 36, if packaged with at least 10 

weeks’ ELICOS; or 
• 30, if packaged with at least 20 

weeks’ ELICOS. 

5 
Occupational 
English Test 

OET • a score of at least B for each test 
component of the OET. 

Source: https://www.legislation.gov.au/Details/F2018C00474 
▪ The English test must have been taken 2 years immediately before the date of the visa 

application; 
 

Start dates 
SSC offers 15 enrolment intakes per year for. So you can start your course without delay. The course 
includes four 4 terms. If you want to start your course in summer, you may also start your course at the 
Summer School intake. Regardless of when you start your course, the study time required to complete this 
course is 36 weeks. Please visit our website BSB40120 - Certificate IV in Business (Leadership) 105076G 
https://www.ssc.edu.au  for more information. 
 

Course duration 
Depending on your start date in a calendar year you may be enrolled in this course for 43 – 52 weeks. SSC 
takes into account your prior learning and professional experience and adjusts the delivery strategy 
according to your own personal learning needs. Depending on your existing level of knowledge, skills and 
experience relevant to the course, the overall course duration may take up to 876 hours completed over a 
period of 43 to 52 weeks. The actual course duration is determined by SCC for each student based on their 
individual learning needs. Please see our Student Handbook for more information. You may also contact us 
directly to know more. 
 

What’s involved in SSC’s blended delivery – classroom and online learning  
To complete the course, you will be required to participate in face-to-face classroom sessions, 
supplemented by structured distance learning activities using our online learning platform. You are required 
to complete 15 hours of face-to-face classroom sessions and 5 hours of online learning modules per week 
(total of 20 hours per week). As may be needed, you will also have access to additional educational support 
services and activities on top of the required 20-hour weekly schedule to support your studies. Once you 
start the course, the trainers will explain how the classes will run 15 hours per week in classroom and 5 
hours per week via online learning. Classroom learning includes lectures supported by power point plus 
visual topic content, with practice time and lots of group and oral work. Business and leadership subjects 
use case studies, simulations, and other learning, training and assessment activities within different 
Australian business and leadership industry contexts. Your materials are provided in print and digital copy. 
At Certificate IV level, you will be using the internet and research as part of the study for your course.  
 

Guided structured online learning hours 
During and between weeks for some units, students are expected to complete 5 hours per week of 
structured distance learning activities such as reading student study guide, PowerPoint slides assignments, 
weekly quiz, case study reviews and practice assessments using the learning platform. These guided and 
structured activities are explained by the trainer during classroom sessions and noted in the unit outline. 
You will need your own computer and internet access to complete the online learning.  
 

mailto:info@ssc.edu.au
http://www.ssc.edu.au/
https://www.legislation.gov.au/Details/F2018C00474
https://www.ssc.edu.au/information


South Sydney College (SSC) 
Suite 208, Level 2, 11-15 Deane St BURWOOD NSW 2134 
Tel: +61 2 8599 8866 | E: info@ssc.edu.au|www.ssc.edu.au 
RTO ID: 45279 | CRICOS Code: 03648B | ABN: 13 613 087 657  

  

 

BSB40120 - Certificate IV in Business (Leadership) 105076G 
V4.2 07 2021 

Tutorials 
We want to see you succeed in your studies. There is extra time available to students for small group or one-
to-one tutorial support. You book into these free sessions any week during term if you need some help with 
your studies. 
 

Sample timetable 

Course Component Activity Type of Activity 
Approx. 

Completion 
(in hours) 

Term 1 / Intake 1 / 
Subject 1 

BSBHRM413 
Support the learning 
and development of 

teams and 
individuals  
(3 weeks) 

Training 
Face-to-face Classroom Sessions 

 
35 hours 

Learning Self-paced learning activities 
15 hours 

(5 hrs/week 
x 3 weeks) 

Training 
Coaching, Assessment Feedback, 
Trainer Advice, etc 

3 hours 

Assessment Knowledge assessments 10 hours 

Assessment 
Practical assessments 

(Completed in class) 
10 hours 

 
 

Class schedules 
Class 

Room Number Days Shift Duration 
Weekly 

Duration 

Class 1 Room 1 Wed / Thu 
8:00AM to 4:30PM 

(30 min break) 
7.5 hrs x 2 days 15 hours 

Class 2 Room 1 Thu / Fri / Sat 
4:30PM to 10:00PM 

(30 min break) 
5 hrs x 3 days 15 hours 

Class 3 Room 3 Mon / Tue 
8:00AM to 4:30PM 

(30 min break) 
7.5 hrs x 2 days 15 hours 

 

Assessment methods 
Assessments may include short written knowledge tests, discussions and oral communication 
demonstrations, case study exercises, written reports, web-based research and reports and final projects. 
Assessments are either completed in class or completed by the students in their own time as homework 
assignments.  Expect to do an average of 20 hours of supervised classroom assessments and self-paced 
homework assessment activities for each subject (also referred to as ‘Unit of Competency’). 
 

Recognition of existing skills and accredited training 
We recognise that some people will have existing skills and knowledge and /or have completed recognised 
accredited courses in recent years. So, we welcome enquiries about Recognition of Prior Learning (RPL) or 
Credit Transfer. If successful, this may reduce your course duration and fees. Read more about these options 
in the Student Handbook. Every request is individual, so we will follow up with you. 
 

Course fees and payment plans 
South Sydney College offers flexible payment plans for eligible students. Fees will vary depending on your 
selected course/s, study pathways, eligibility for Recognition of Prior Learning (RPL) and/or Credit Transfer. 
Please contact us for more details on course fees and payment plans available for you. 
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Continuing Career or Study Pathways – this can be the start of your academic 
journey 
If, for any reason you leave the course, we will issue a record of your results and Statement of Attainment 
(SOA) document for the units you have completed successfully. After achieving the BSB40120 - Certificate IV 
in Business (Leadership) 105076G, you have a number of pathway options at South Sydney College including 
BSB50120 - Diploma of Business (Leadership) 105077F. Visit our website or talk to us about your study 
pathways options with South Sydney College.  

BSB40120 - Certificate IV in Business 
(Leadership) 105076G 

BSB50120 - Diploma of Business (Leadership) 105077F 

BSB60420 - Advanced Diploma of Leadership and 
Management 105078E 

 
Study and Career Pathways into and from BSB40215 Certificate IV in Business 

ADVANCED 

DIPLOMA 

Graduates at this level will have broad knowledge and skills for paraprofessional/highly skilled work and/or further learning. 

BSB60120 Advanced 

Diploma of Business 
• Senior administrator • Senior executive 

DIPLOMA 

Graduates at this level will have specialised knowledge and skills for skilled/paraprofessional work and/or further learning. 

BSB50120 Diploma of 

Business 

• Executive officer  

• Program consultant 
• Program coordinator 

CERTIFICATE IV 

Graduates at this level will have theoretical and practical knowledge and skills for specialised and/or skilled work and/or 

further learning. 

BSB40120 Certificate IV 
in Business 

• Administrator • Project officer 

CERTIFICATE III 

Graduates at this level will have theoretical and practical knowledge and skills for work and/or further learning. 

BSB30120 Certificate III 

in Business 

• Customer service adviser 

• Data entry operator 
• General clerk 

• Payroll officer 

• Typist 
• Word processing operator 

BSB30320 Certificate III 
in Legal Services 

• Legal receptionist  

CERTIFICATE II 

Graduates at this level will have knowledge and skills for work in a defined context and/or further learning. 

BSB20120 Certificate II 

in Workplace Skills 

• Administration assistant 

• Clerical worker 
•Data entry operator 

•Information desk clerk 

•Office junior 
• Receptionist 

CERTIFICATE I 

Graduates at this level will have knowledge and skills for initial work, community involvement and/or further learning. 

BSB10120 Certificate I in 

Workplace Skills 
• Entry level role  

   

Course unit details and intake points 
BSB40120 - Certificate IV in Business (Leadership) 105076G is a business course that teaches a wide range of 
essential skills for Officer/administrator with a major in leadership. Each unit is a stand-alone unit of study. 
As there are no pre-requisites for each unit, you do not need to start at term 1. The course is designed in a 
way, so that you can start at the beginning of each term or in the middle of the terms during the scheduled 
mid-term enrolment intakes. However, if there is a new group commencing in the next term, you are 
encouraged to wait a few weeks to commence and join a new group. 
 

Time Table 

Term Unit  Unit Code Unit Name 
Delivery 
period 

Training 
Delivery 

Final 
Assessment 

Due Date 

Term 1 

Elective 
BSBHRM413 

Support the learning and 
development of teams and 

individuals 

Week 1 to 
3 

Week 1 to 
3 

Week 4 

Elective 
BSBPEF501 

Manage personal and 
professional development  

Week 4 to 
6 

Week 4 to 
6 

Week 7 

Core 
BSBCRT411 

Apply critical thinking to work 
practices 

Week 7 to 
9 

Week 4 to 
6 

Week 9 

TERM 1 BREAK (Weeks 10 and 11) Re-submissions and academic 
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interventions 

Term 2 

Elective BSBSTR401 Promote innovation in team 
environments 

Week 12 to 
14 

Week 12 to 
14 

Week 15 

Elective 
BSBLDR411 

Demonstrate leadership in 
the workplace 

Week 15 to 
17 

Week 15 to 
17 

Week 18 

Core 
BSBTWK401 

Build and maintain business 
relationships 

Week 18 to 
20 

Week 18 to 
20 

Week 20 

TERM 2 BREAK (Weeks 21 and 22) Re-submissions and academic 
interventions 

Term 3 

Elective BSBPEF401 Manage personal health and 
wellbeing 

Week 24 to 
26 

Week 24 to 
26 

Week 27 

Core 
BSBWRT411 Write complex documents 

Week 27 to 
29 

Week 27 to 
29 

Week 30 

Elective 
BSBPEF402 

Develop personal work 
priorities 

Week 30 to 
32 

Week 30 to 
32 

Week 32 

TERM 3 BREAK (Weeks 32 to 34) Re-submissions and academic 
interventions 

Term 4 

Core 
BSBWHS411 

Implement and monitor WHS 
policies, procedures and 

programs 

Week 35 to 
37 

Week 35 to 
37 

Week 38 

Core 
BSBXCM401 

Apply communication 
strategies in the workplace 

Week 38 to 
40 

Week 38 to 
40 

Week 41 

Core 
BSBTEC404 

Use digital technologies to 
collaborate in a work 

environment 

Week 41 to 
43 

Week 41 to 
43 

Week 43 

TERM 4 BREAK (Weeks 44 to 52) Re-submissions and academic 
interventions 

Summer 
School* 

Core 
BSBWHS411 

Implement and monitor WHS 
policies, procedures and 

programs 

Week 35 to 
37 

Week 35 to 
37 

Week 38 

Core 
BSBXCM401 

Apply communication 
strategies in the workplace 

Week 38 to 
40 

Week 38 to 
40 

Week 41 

Core 
BSBTEC404 

Use digital technologies to 
collaborate in a work 

environment 

Week 41 to 
43 

Week 41 to 
43 

Week 43 

*NOTE: Term 4 Break and Summer School overlap at weeks 44 to 52. Summer school is only offered to new 
students starting during Summer School intakes, existing students have Term 4 Break during this period. 

 

SSC Campus & Facilities  
➢ Classroom facilities located in Suite 208 11-15 Deane St, Burwood NSW 2134 with whiteboard and 

whiteboard equipment, projector and projector screen, tables and chair, and a bookshelf  
➢ BSB40120 learning and assessment suite, which is made available in hard copy and through student 

portal and includes: 
✓ Academic calendar and class timetable; 
✓ Additional course readings and resources recommended by trainers.  
✓ Unit Outline 
✓ PowerPoint presentation slides 
✓ Learning material for each unit 
✓ Learner activities  
✓ Extra reading / extension references  
✓ Downloadable or digital copies of templates to support activities and case studies and 

simulations  
✓ Downloadable or digital copies of assessment tasks  
✓ Links to external resources for research  
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Resources required from student  
✓ BYO Laptop installed with document, spreadsheet, and slideshow software’s to prepare and submit assessment, 

access Moodle resources, further research. 

✓ Access to internet  

✓ Access to text books (recommended books for extra reading) 

 

ESOS legislative framework 
The Education Services for Overseas Students Act, or ESOS Act, establishes legislative requirements and 
standards for the quality assurance of education and training institutions offering courses to international 
students who are in Australia on a student visa.  ESOS also provides tuition fee protection for international 
students. The Australian Government has released the revised National Code of Practice for Providers of 
Education and Training to Overseas Students 2018 (National Code 2018), which commenced on 1 January 
2018. Please visit link below for more information: https://internationaleducation.gov.au/Regulatory-
Information/Pages/Regulatoryinformation.aspx  
 
 

Please visit our website: www.ssc.edu.au or call us on: +61-2-8599 8866, for more details on: 
Complete Course information, course fee, other costs, payment plan, refund policy, privacy policy, complaints & 

appeal policy, welfare and accommodation, information on disability, living in Australia, ESOS act, Student 
handbook, campus facilities, resources available for student, campus pictures and other relevant information 

which you may require making decision to study at South Sydney College (SSC) 
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