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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 follow behaviour 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

There are two quizzes see how you match up as a business entrepreneur and in your Personality

You need to think about why you would like to own your own business.  What makes you think you will be successful in business? Am I “entrepreneurial” enough to build a
 business?

Do I know the meaning of the word “entrepreneurial?

Am I a risk taker?

Do I get good grades at school?  

( Did you know many successful entrepreneurs did not. )
There is no set formula for success.

The following test may help you in your personal evaluation process.   

This is only a a tool


its fun, please keep it in perspective.

For each question, be honest and tick which ever best 
describes you - 

Answer all questions.
For each question, tick the box that best describes you.  You must answer ALL the questions for the test to be accurate.  Please be honest in order to gain real insight into your entrepreneurial application.

Then take the Personality Test

	Business Question
	Yes
	No
	Maybe

	1. I’m persistent.  
	
	
	

	2. When I’m interested in a project, I need less sleep.
	
	
	

	3. When there’s something I want, I keep my goal clearly in mind
	
	
	

	4. I examine mistakes and I learn from them.
	
	
	

	5. I keep New Year’s resolutions.
	
	
	

	6. I have a strong personal need to succeed.
	
	
	

	7. I have new and different ideas.
	
	
	

	8. I am adaptable.
	
	
	

	9. I am curious.
	
	
	

	10. I am intuitive.
	
	
	

	11. If something can’t be done, I find a way.
	
	
	

	12. I see problems as a challenge.
	
	
	

	13. I take chances.
	
	
	

	14. I’ll gamble on a good idea even if it isn’t a sure thing.
	
	
	

	15. To learn something new, I explore unfamiliar subjects
	
	
	

	16. I can recover from emotional setbacks.
	
	
	

	17. I feel sure of myself.
	
	
	

	18. I’m a positive person.
	
	
	

	19. I experiment with new ways to do things.
	
	
	

	20. I’m willing to undergo sacrifices to gain possible long-term rewards
	
	
	

	21. I usually do things my own way.
	
	
	

	22. I tend to rebel against authority.
	
	
	

	23. I often enjoy being alone.
	
	
	

	24.   I like to be in control.
	
	
	

	25. I have a reputation for being stubborn.
	
	
	


 Now conduct a Personality Test you will be given  your personality from the scores.  Add up your scores!
Ask the following

1. When do you feel your best? 

Mark off your answer:

a) in the morning 

b) during the afternoon & and early evening 

c) late at night 

2. When walking do you usually walk... 

a) fairly fast, with long steps 

b) fairly fast, with little steps 

c) less fast head up, looking the world in the face 

d) less fast, head down 

e) very slowly 

3. When talking to people do you... 

a) stand with your arms folded 

b) have your hands clasped 

c) have one or both your hands on your hips 

d) touch or push the person to whom you are talking 

e) play with your ear, touch your chin, or smooth your hair 

4. When relaxing, do you sit with... 

a) your knees bent with your legs neatly side by side 

b) your legs crossed 

c) your legs stretched out or straight 

d) one leg curled under you 

5. When something really amuses you, do you react with... 

a) a big, appreciative laugh 

b) a laugh, but not a loud one 

c) a quiet chuckle 

d) a sheepish smile 

6. When you go to a party or social gathering do you... 

a) make a loud entrance so everyone notices you 

b) make a quiet entrance, looking around for someone you know 

c) make the quietest entrance, trying to stay unnoticed 

7. You're working very hard, concentrating hard, and you're interrupted, do you... 

a) welcome the break 

b) feel extremely irritated 

c) vary between these two extremes 

8. Which of the following colors do you like most? 

a) Red or orange 

b) black 

c) yellow or light blue 

d) green 

e) dark blue or purple 

f) white 

g) brown or gray 

9. When you are in bed at night, in those last few moments before going to sleep, you lie... 

a) stretched out on your back 

b) stretched out face down on your stomach 

c) on your side, slightly curled 

d) with your head on one arm 

e) with your head under the covers 

10. You often dream that you are... 

a) falling 

b) fighting or struggling 

c) searching for something or somebody 

d) flying or floating 

e) you usually have dreamless sleep 

f) your dreams are always pleasant 

Now add up your score or POINTS: 

1. (a) 2 

(b) 4 

(c) 6 

2. (a) 6


(b) 4 

(c) 7 
 (d) 2 
     (e) 1 

3. (a) 4 

(b) 2 

(c) 5
 (d) 7
     (e) 6 

4. (a) 4


(b) 6 

(c) 2
 (d) 1 

5. (a) 6 

(b) 4 

(c) 3
 (d) 5 
     (e) 2 

6. (a) 6 

(b) 4 

(c) 2 

7. (a) 6


(b) 2 

(c) 4 

8. (a) 6


(b) 7 

(c) 5
 (d) 4
     (e) 3
(f) 2
   (g) 1 

9. (a) 7


(b) 6 

(c) 4 
 (d) 2 
     (e) 1 

10. (a) 4 

(b) 2 

(c) 3
 (d) 5 
     (e) 6 
(f) 1 
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Now add up the total number of points.

	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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