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Certificate II in Business

	Task No & Title:

Unit 1


	Unit Descriptor Unit Descriptor This unit covers the skills and knowledge required to work effectively within a commercial or business environment. It includes identifying the rights and responsibilities of employees and employers and conducting business in accordance with the organizational goals, values and standards.

	Title:
	BSBCMN201A Work effectively in a business environment

	Suitable for Classes:

	Certificate II Business

	Area:



	Technology & Enterprise

	Teacher: 


	Mr Peter Faulks

	Timeline 


	 1 Lesson

	Date Due:


	  Today

	Task Brief:
	

	Files Required
	


Items highlighted in yellow are tasks for you to complete
Items in Purple are help tips

	Unit
	Number
	Title
	Study Time

	1
	BSBCMN201A 
	Work effectively in a business environment
	20

	2
	BSBCMN202A 
	Organize and complete daily work activities
	15

	3
	BSBCMN203A 
	Communicate in the workplace
	30

	4
	BSBCMN204A 
	Work effectively with others
	20

	5
	BSBCMN205A 
	Use business technology
	30

	6
	BSBCMN211A 
	Participate in workplace safety procedures 
	15

	7
	BSBCMN213A 
	Produce simple word processed documents
	40

	8
	BSBCMN214A 
	Create and use simple spreadsheets
	20

	9
	BSBCMN108A 
	Develop keyboard skills
	40

	10
	BSBCMN107A 
	Operate a Personal Computer
	20

	11
	ICAITU013C 
	Integrate Commercial computer packages
	30

	12
	ICAITU012C 
	Design Organizational Documents using computer 
	50

	
	
	TOTAL
	


Work effectively in a business environment
1.1 Identify and read organisation’s requirements and responsibilities and seek advice from appropriate persons, where necessary

1.2 Develop and utilise a current working knowledge and understanding of employee and employer rights and responsibilities

1.3 Comply with relevant duty of care, legal responsibilities and organisational goals and objectives
1.4 Identify roles and responsibilities of colleagues and immediate supervisors 

1.5 Identify standards and values considered detrimental to the organisation and communicate this through appropriate channels

1.6 Identify, recognise and followbehaviour contributing to a safe work environment

2 Work in a team

2.1 Display courteous and helpful manners at all times

2.2 Complete allocated tasks

2.3 Seek assistance when difficulties arise

2.4 Use questioning techniques to clarify instructions or responsibilities

2.5 Identify and display a non-discriminatory attitude in all engagements with staff, management or clients

3 Develop effective work habits

3.1 Identify work and personal priorities and achieve a work/life balance 

3.2 Apply time management strategies to work duties

3.3 Observe appropriate dress and behaviour as required by job role
Task: Employer's liability           Homework
1 Write a paragraph outlining and explaining the employer's liability for any two of the following cases:

2 Write  a paragraph advising management on the strategy to adopt to prevent accidents like these case studies happening in the future.

CASE STUDY 1: Linda 

Linda is a trainee in a supermarket. On a busy day she was sent to work on the delicatessen counter, which was understaffed.

When attempting to use the slicing machine to cut ham, Linda accidentally cut off the tips of the three middle fingers on her right hand. It appears that the safety bar in the machine had been removed.

Linda says that she received no training on how to use the machine.

Answer:

CASE STUDY 2: Rob 

Rob is a new employee in the packing section of a big furniture manufacturing company. His supervisor told him to help Bert and Dan, who were loading shelves into a delivery van using a fork-lift truck.

Rob was standing under the loading area when the straps on one of the packages broke, causing him to be hit in the head by a package of shelving. Rob suffered brain damage and now has memory loss and impaired speech.

Answer:

CASE STUDY 3 Gordon 

Gordon has worked for 10 years in a wood yard. His duties involve sawing and packing

He has been issued with protective covers for his ears when working with the

high-pitched electric saw, but he never wears them and his supervisor knows that he does not like to wear them.

Gordon is now complaining that he is beginning to suffer from hearing loss.

Answer:

CASE STUDY 4 Tony 

Tony has worked as a delivery man for three years. His job is to deliver boxes of industrial paper to companies companies.

The boxes are heavy, but. Tony, who is a big man, can lift them. The company has not supplied him with a trolley or any other mechanical device to assist in the lifting and moving of the boxes.

Tony has had to go to the doctor with excruciating pain in his back. The doctor

has told him that he has suffered damage to his back and must go into therapy.

Answer:

CASE STUDY 5 Kitty 

Kitty works for the production manager of a busy clothes

manufacturer. She is often required to work late,

Last week, when she  was leaving her first floor office at 9.00 p.m., she fell down

the stairs. The staircase was dimly lit and there were boxes of cottons and buttons

on the stairs

Kitty has broken her collar bone and suffered damage to her back.

Answer:

	Student Name:
	Date submitted:

	I declare this evidence to have been produced by me the undersigned.

Candidate’s signature:

	Title of Portfolio evidence presented: Enter title here
BSBCMN201A Work effectively in a business environment Section 01:???

	□
Outcomes from learning programs (including self-learning and online learning)

□
Assessment feedback (from a trainer or assessor)

□
Observation checklists (from a workplace supervisor or assessor)

□
Written statements or references (including workplace supervisors, community leaders)

□
Job descriptions

□
Work journal

□
Work samples

□
Finished products

□
Product descriptions or specifications (supporting the product samples included) 

□
Statutory declarations

□
List others (or delete any from above not provided)

· All work submitted to be word processed and spell checked.

· There must be at least two samples of evidence for each 

Element within the Unit of Competency.                 This is sample    1 / 2

· All work submitted must be of a high quality and meet the 

requirements of the Unit of Competency.

	Other evidence (List each piece):

	Assessor to complete

Evidence is     Valid     Sufficient     Authentic    Current


       □
    □
    □      □
Assessor signature: _________________________________Date: _____________

Peter Faulks,  BA Soc Sci, Grad Dip Ed, Cert IV AWT
Certificate II in Business     assessor/teacher

	Assessor to complete

Student is declared                       Competent    Not Yet Competent 

                                 □         □
Keep a copy of this report with your file for evidence
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