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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
Write a strtegic plan or business plan for your new company, this can be a publishing company, clothing manufacturer, graphic design company or a company of your choice.
A business plan is a documented set of business goals, objectives, target market information and financial forecasts that you are aiming to achieve over a certain period of time. It is important to prepare a business plan when starting or growing your business and review it regularly to keep it up to date.

When writing your business plan, read the following useful information: 

· Why do I need a business plan - to understand how a business plan can assist in guiding the success of your business.

· Before writing your plan - for things to consider including researching your idea, your competitors and the market place.

· How to write a business plan - to help you get started using our free template.

· Tips for preparing or updating your plan - to assist you in the business planning process. 

Example Business Goals and Objectives

June 1, 2016 by Patricia Lotich 

Part of the business planning process is writing business objectives that are translated into actionable goals.

Goals should support the strategic plan, which is a written document that articulates an organization’s strategy for achieving its mission and vision. The goal development process looks at this strategy and determines the necessary steps to get there.

Goal writing does not have to be overly complicated, but it does require commitment and discipline to follow through and complete the required action steps.  Business goals need to be thought through and detailed enough to achieve desired results. Many organizations use the SMART goal model to do this.

SMART Goals are:
specific enough for clarity?

Measurable – Is there a way to measure the goal? In other words, how do you know you achieved the goal?

Attainable – Is the goal truly attainable? Or is it such an outlandish goal that it looks good on paper but is nearly impossible to complete.

Realistic – Did you write the goal realistically? For example, did you address all the challenges of completing the goal and provide the necessary resources.

Timely – Is there a timeline associated with the goal to ensure a completion date?

“If you can’t measure and monitor your goals, chances are that your employees will never achieve them and you won’t know the difference…” Managing for Dummies

Organizational goals should be written to support activities that contribute to the organization’s ability to move forward – increasing revenues, decreasing costs and improving the customer experience.

Examples of SMART Business Goals:

1. Reduce overall budget costs by 10% by 20xx
2. Increase market share by 5% by 20xx
3. Increase revenues by 20% by 20xx
4. Increase customer satisfaction by 5 pts by 20xx

If you take one aspect of budget costs, which could be supply costs, you can write SMART goals to reduce them.

The goal development process includes a discussion with the appropriate people and should answer the questions:  who, what, when and how. These four questions help to facilitate a discussion and thought process that flushes out the details needed for writing effective goals.

Once the questions are answered a goal setting worksheet can be created as an easy visual of the goal plan. Now let’s look at a couple of these goals and put them in a goal document.

One of the most important things when writing goals is the follow-up and completion of goals.

A goal document is no more than a piece of paper if there is not a person held accountable for achieving those goals.

This makes it so important to use the document as a tool to help manage the performance of the employees assigned to complete the action steps and should also be part of the annual performance appraisal process.

Managers should use this as a guide throughout the year and reinforce deadlines outlined in the document.

A structured performance management process, which includes rewards and recognition for employees, is critical to ensuring goal completion.
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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)

□
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□
Work journal

□
Work samples

□
Finished products

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

□
Statutory declarations

□
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· 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.
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Certificate II in Business     assessor/teacher
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