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        Small Business
      
        Work Health and Safety
      


 
          Business and Marketing
        
 
           courses
        
 
    All 30
    Short Courses
    0
    Certificates
    0
    Diploma Level
    0
    Degree Level
    0
 
            Every successful industry, multi-national or small business depends on business and marketing skills. Whether you want to launch a small business or join the corporate world there is a course to support your goals. Develop your leadership or project management skills, specialise in marketing or human resources or gain transferrable administrative skills that open up a wealth of opportunity.
          
 Navigate to Business  
 Course type All 30  
 Business
 
                Gain a strong foundational knowledge of the inner workings of enterprises big and small. Graduate with transferable skills to climb the corporate ladder in the industry of your choosing.
                
                  more...
                
 	
          Statement of Attainment
         
          Information and Technology Workplace Skills
        
 
        900-82791
       
          Develop technical skills which you can apply to any industry, any workplace and in any career. Improve your knowledge of computers, the internet and computer software apps to support your pursuit of further study or in the performance of your job.
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 applying for entry level positions



	
 pursuing further study



	
 acquiring good digital literacy skills that will help you in your studies or better your job performance



	
 receptionist with the Certificate II in Workplace Skills



	
 administrative assistant or general clerk with the Certificate III in Business.




 




  
      View course
     


	
          Certificate I
         
          Workplace Skills
        
 
        BSB10120-01
       
          Learn key skills that you'll use and grow throughout your career, and get help to create your resume. Graduate with the knowledge and confidence to enter the workforce in a variety of industries or pursue further study. 
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 office assistant



	
 reception assistant.




 




  
      View course
     


	
          Certificate II
         
          Workplace Skills
        
 
        BSB20120-01
       
          Gain foundational business skills that are valued across a range of industries. Prepare for your first job as an outstanding administrative assistant or confidently return to the workforce with up-to-date technology and communication skills.
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 office clerk



	
 office assistant



	
 customer service officer



	
 reception staff.




 




  
      View course
     


	
          Certificate III
         
          Business
        
 
        BSB30120-01
       
          Become an administrative assistant and more in the exciting business world. This is a highly regarded qualification and a great starting point for your business services journey. Get a taste of different business areas and be ready to join the workforce or continue your business studies.
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 administrative assistant



	
 customer service representative



	
 receptionist



	
 general clerk.




 




  
      View course
     


	
          Certificate III
         
          Business (Medical Administration)
        
 
        BSB30120-05
       
          Gain in-demand, specialised skills to interact with patients and support medical practices as a medical receptionist and more. Become work-ready and enter the exciting and rewarding medical administration industry.
        
 
        Entry requirements
      
  show requirements  	
 There are no entry requirements for this qualification. You can enrol now.




 

      Traineeship
    
 	
 To be eligible to enrol as a trainee you must:



	
 Be employed in the medical and health sector as this course is delivered in the workplace



	
 Have a signed traineeship contract




 



 
        Career pathways
      
  show requirements  	
 medical receptionist



	
 hospital receptionist



	
 administrative assistant



	
 customer service representative (with a health focus).




 




  
      View course
     


	
          Certificate IV
         
          Business (Operations)
        
 
        BSB40120-02
       
          Gain invaluable business operations skills and knowledge to support the smooth-running and success of a range of organisations across various industries as an office manager, office administrator and more.
        
 
        Entry requirements
      
  show requirements  	
 There are no entry requirements for this qualification. You can enrol now.




 

      Traineeship
    
 	
 To be eligible to enrol as a trainee you must:



	
 Be employed in the business industry as this course is delivered in the workplace



	
 Have a signed traineeship contract




 



 
        Career pathways
      
  show requirements  	
 small business office manager



	
 small business supervisor



	
 warehouse supervisor



	
 office administrator.




 




  
      View course
     


	
          Certificate IV
         
          Business
        
 
        BSB40120-01
       
          Gain the skills for success as an office supervisor, reception manager, personal assistant, and more. Learn in a simulated business environment and build knowledge that's valued across a range of industries.
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 personal assistant



	
 administration supervisor



	
 office supervisor



	
 clerical supervisor



	
 reception manager



	
 administration coordinator



	
 project administrator



	
 office coordinator



	
 administration assistant



	
 office administrator



	
 secretary



	
 office team leader.




 




  
      View course
     


	
          Diploma
         
          Business
        
 
        BSB50120-01
       
          Gain sought after, transferable business skills to become an executive assistant, office manager or project administrator. Develop a broad range of expertise in management, marketing, business communication, finance and workplace sustainability.
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 team leader



	
 executive assistant (to a senior manager)



	
 project administrator



	
 office manager



	
 account manager



	
 business manager.




 




  
      View course
     


	
          Diploma
         
          Business (Operations)
        
 
        BSB50120-02
       
          Become a crucial part of a management team as an operations manager, team leader or account manager. This practical course develops a broad range of expertise in management, marketing, business communication, finance and workplace sustainability.
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 operations manager



	
 operations supervisor



	
 team leader



	
 project administrator



	
 account manager



	
 business manager.




 




  
      View course
     


	
          Diploma
         
          Business
        
 
        HE20512V02
       
          The Diploma of Business prepares you to work in business, human resources or marketing contexts across a wide range of industries in both national and international contexts. You will gain foundational knowledge of management, finance, technology information systems, economics and marketing elements of integrated business strategy to set yourself up for success in any industry.

You’ll also receive credit for the subjects you complete in this course if you decide to continue your studies with the Bachelor of Business.
        
 
        Entry requirements
      
  show requirements 
      You must demonstrate that you have achieved one of the following:
    
 	
 	A NSW Higher School Certificate (HSC) or its equivalent or




	
 	A Certificate IV in Tertiary Preparation or its equivalent or




	
 	Completion of a certificate IV or higher vocational qualification or




	
 	Completion of at least one year full-time study or equivalent in a degree course at a higher education institution





 

      You must also:
    
 	
 	Have maths knowledge to HSC level or equivalent. If you don’t have sufficient maths knowledge, you may have to do a bridging program or preparatory maths course.





 

      Note
    
 	
 	Your certificates, transcripts and other entry requirement evidence must be certified through a Justice of the Peace or other authorising officer





 



 
        Career pathways
      
  show requirements  	
 business owner



	
 business development manager



	
 commercial analyst



	
 communications manager



	
 marketing consultant



	
 operations manager



	
 planning and policy developer.




 




  
      View course
     


	
          Bachelor
         
          Business
        
 
        HE20514V02
       
          Get set for success in a range of business roles with skills and specialised expertise that can be transferred across key industry sectors including finance, human resources, management consulting, hospitality and hotels, and technology information systems. As part of your degree you will complete a minimum of 60 hours of work placement.

You can choose to specialise in marketing, management, or hospitality and hotel management.

To achieve a marketing or management specialisation, you will need to choose 3 relevant electives in your second year, and 3 in your third year that correspond with your chosen specialisation.

To achieve a hospitality and hotel management specialisation, you must enter the bachelor program having completed a Diploma of Hospitality Management. As part of your hospitality and hotel management studies you will complete a minimum 300 hours of work placement.

You’ll gain a solid core of fundamental business knowledge and have the opportunity to tailor your electives to suit your interests. This, combined with industry internships/placements, will expand your horizon and boost your business confidence in a fast-paced and evolving world.

        
 
        Entry requirements
      
  show requirements  	
 You must demonstrate that you have achieved one of the following:



	
 A NSW Higher School Certificate (HSC) with Year 12 maths, or its equivalent as evidenced by a certified copy of your certificate or transcript or



	
 A Certificate IV in Tertiary Preparation or its equivalent as evidenced by a certified copy of your certificate or transcript or



	
 A completed certificate IV or higher vocational qualification as evidenced by a certified copy of your certificate or transcript



	
 If you cannot satisfy the above entry requirements, you may be eligible for entry under our mature age and disadvantage entry provisions.




 

      You must also:  
    
 	
 Attend a pre-admission interview where you may also be asked to complete a short literacy and numeracy task - this helps us to understand how we can support your study success and provide you with any necessary support



	
 Note:



	
 Your certificates, transcripts and other entry requirement evidence must be certified through a Justice of the Peace or other authorising officer




 



 
        Career pathways
      
  show requirements  	
 business owner



	
 business development manager



	
 commercial analyst



	
 communications manager



	
 HR/recruitment manager



	
 marketing consultant.




 




  
      View course
     



Business Administration
 
                Study business administration and become an important team member in an office environment. Help the business run smoothly as you organise, problem solve and assist with projects.
                
                  more...
                
 	
          TAFE Statement
         
          Keyboarding Speed Test
        
 
        800-000081
       
          Get proof of your typing speed and accuracy using the industry leading Typequick Skill Evaluator program. Gain the confidence to apply for jobs where a fast typing ability is a must, from the courts to local councils.
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements 	
  No career pathways defined for this course





  
      View course
     


	
          Certificate III
         
          Business (Administration)
        
 
        BSB30120-04
       
          Gain the skills to support the administrative functions of any business. Learn to organise schedules and arrange meetings for a workplace, sort financial records and process payroll. Leverage these administration skills across a range of industries.
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 finance clerk



	
 administrative assistant



	
 general clerk.




 




  
      View course
     


	
          Certificate IV
         
          Business (Administration)
        
 
        BSB40120-04
       
          Gain the skills to become the personal assistant to a CEO or office administrator of a dynamic business. Be the backbone of an organisation, with business administration skills for a wide range of industries.
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 Executive assistant to a CEO



	
 Executive assistant



	
 Personal assistant



	
 Administration supervisor



	
 Office supervisor



	
 Clerical supervisor



	
 Reception manager



	
 Administration coordinator



	
 Office coordinator



	
 Administration assistant



	
 Office administrator



	
 Secretary




 




  
      View course
     



Business Leadership
 
                Develop your capabilities to manage high performing teams and accomplish business goals in a wide range of industries. Learn critical tools to lead complex projects, improve productivity and inspire employees.
                
                  more...
                
 	
          Statement of Attainment
         
          Emotional Intelligence
        
 
        900-83191
       
          In this course you’ll learn to enhance your adaptability by considering emotions of others when making decisions. You'll learn to evaluate strengths and weaknesses, analyse stressors, develop effective responses and solicit feedback for confirmation.
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 HR specialist



	
 Team leader



	
 Leadership coach



	
 Training and development manager



	
 Employee relations manager



	
 Team building facilitator




 




  
      View course
     


	
          Certificate IV
         
          Leadership and Management
        
 
        BSB40520-01
       
          Develop your skills so you can provide sound leadership and confidently manage a team in different industries. Refine your leadership style and take your career to the next level with transferable leadership skills that are essential in varied roles.
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 team leader



	
 supervisor



	
 line manager



	
 leading hand



	
 frontline leader.




 




  
      View course
     


	
          Diploma
         
          Leadership and Management
        
 
        BSB50420-01
       
          Acquire highly regarded, invaluable communication techniques, leadership skills and more to become an effective leader in any industry or setting. Guide your organisation or department to meet their goals and advance in your career.
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 Senior manager



	
 Departmental manager



	
 Project manager



	
 Business manager



	
 Small to medium sized business owner




 




  
      View course
     


	
          Undergraduate Certificate
         
          Business Management
        
 
        HE20543V01
       
          The Undergraduate Certificate in Business Management is a short course for people currently working in business or retail environments who wish to manage a small business or move into management or supervisory roles. 

Enhance your business skills with 4 subjects covering management and marketing fundamentals, finance and investment and foundations of accounting. 

If you choose to continue your studies with the Bachelor of Applied Commerce, you will receive recognition of prior learning for 4 of the subjects completed in this course
        
 
        Entry requirements
      
  show requirements 
      You must demonstrate that you have achieved one of the following:
    
 	
 A completed certificate IV or higher vocational qualification in business or business management or



	
 At least 3 years' experience in a business or retail environment




 

      You must also:
    
 	
 Attend a pre-admission interview where you may also be asked to complete a short literacy and numeracy task - this helps us to understand how we can support your study success and provide you with any necessary support




 

      Note:
    
 	
 Your certificates, transcripts and other entry requirement evidence must be certified through a Justice of the Peace or other authorising officer




 



 
        Career pathways
      
  show requirements  	
 marketing assistant



	
 retail manager



	
 business owner



	
 accounts receivable



	
 accounts payable



	
 human resources.




 




  
      View course
     


	
          Graduate Certificate
         
          Leadership
        
 
        HE20503V01
       
          Take a step up the career ladder and be prepared for advanced leadership roles when you study the Graduate Certificate in Leadership.
 
Develop your leadership skills, learn to manage organisational change and learn how to motive others to improve individual and team performance. You’ll also get an insight into your own leadership style and how you can use this to create successful, high performing team environments.
 
This course is taught by industry experts and focuses on developing transformational leaders who can deliver the strategic vision of an organisation while supporting the professional development of the teams they lead.
        
 
        Entry requirements
      
  show requirements 
      You must demonstrate that you have achieved one of the following:
    
 	
 A bachelor’s degree, or associate degree as evidenced by a certified copy of your certificate or transcript or



	
 Diploma level or higher vocational qualification PLUS two years relevant work experience as evidenced by a certified copy of your transcript, certificate and resume or



	
 A minimum of two years relevant work experience PLUS evidence of the potential to undertake academic learning at post-graduate level as evidenced by a copy of your resume




 

      Note:
    
 	
 Your certificates, transcripts and other entry requirement evidence must be certified through a Justice of the Peace or other authorising officer




 



 
        Career pathways
      
  show requirements  	
 Human resources manager



	
 Corporate trainer



	
 Project manager



	
 Management consultant




 




  
      View course
     



Human Resources
 
                Fuse your people skills with practical business management tools. Be the HR professional who fosters positive corporate culture with productive and valued employees.
                
                  more...
                
 	
          Certificate IV
         
          Human Resource Management
        
 
        BSB40420-01
       
          Use your people skills to help develop a thriving team culture. Learn how the human resource department is critical to individual, team and business success. Discover your strengths and develop a wide range of transferable skills to enable you to launch your career in this exciting industry.
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 human resources coordinator



	
 human resources assistant



	
 human resources associate



	
 human resources officer.




 




  
      View course
     


	
          Diploma
         
          Human Resource Management
        
 
        BSB50320-01
       
          Progress your career as a human resources professional. Learn how to use empathy and resilience to maintain the engagement and performance of employees. Help businesses successfully adapt to rapidly changing environments.
        
 
        Entry requirements
      
  show requirements  	
 Completion of four units from the Certificate IV in Human Resource Management: BSBHRM411 (Administer performance development processes), BSBHRM412 (Support employee and industrial relations), BSBHRM415 (Coordinate recruitment and onboarding) and BSBHRM417 (Support human resource functions and processes), or equivalent competencies, as evidenced by a copy of your transcript. Equivalent competencies are predecessors to these units, which have been mapped as equivalent. Or



	
 Have two years equivalent full-time relevant work experience, as evidenced by a copy of your resume




 



 
        Career pathways
      
  show requirements  	
 human resources consultant



	
 human resources business partner



	
 human resources coordinator/officer.




 




  
      View course
     



International Business
 
                Take your seat at the global table with an international business course. Navigate diverse markets, freight processes and legislation and compliance.
                
                  more...
                
 	 No
                   courses
                  currently available.


Marketing and Communication
 
                Combine your creative mindset and analytical problem solving skills in a rewarding career in marketing and communications. Learn about digital data analytics and market trends to formulate and deliver compelling marketing strategies and campaigns.
                
                  more...
                
 	
          Certificate IV
         
          Marketing and Communication
        
 
        BSB40820-01
       
          Explore the essential skills you need to work as a marketing coordinator or PR officer. Build your knowledge of consumers, present like a pro and write marketing plans. Learn to articulate your ideas, develop strategies and apply digital solutions.
        
 
        Entry requirements
      
  show requirements  	
 There are no entry requirements for this qualification. You can enrol now.



	
 Traineeship



	
 TAFE NSW also offers the Certificate IV in Marketing and Communication as a traineeship. To be eligible to enrol as a trainee you must:



	
 Be employed in the marketing and communication industry as this course is delivered in the workplace



	
 Have a signed traineeship contract



	
 Thinking about a traineeship? Enquire today.




 



 
        Career pathways
      
  show requirements  	
 Market research assistant



	
 Marketing coordinator



	
 Public relations assistant



	
 Advertising account assistant



	
 Digital marketing assistant




 




  
      View course
     


	
          Diploma
         
          Marketing and Communication
        
 
        BSB50620-01
       
          Prove your communication expertise and build the skills to take on more senior marketing roles like digital marketing manager, brand manager or PR manager. Take the lead on exciting marketing project gain a competitive edge in the industry.
        
 
        Entry requirements
      
  show requirements  	
 Successful completion of all core units in the Certificate IV in Marketing and Communication as evidenced by a copy of your transcript or certificate, or



	
 Significant industry experience that will provide you with Recognition of Prior Learning (RPL) for all core units in the Certificate IV in Marketing and Communication, or



	
 Two years equivalent full-time relevant work experience, as evidenced by a copy of your resume




 



 
        Career pathways
      
  show requirements  	
 Marketing manager



	
 Digital marketing specialist



	
 Communication manager



	
 Product manager



	
 International marketing coordinator




 




  
      View course
     



Project Management
 
                Take the wheel of a project as you plan, coordinate, report and manage stakeholders. Become an asset to any company across industries using your abilities to lead diverse groups and to accomplish project goals
                
                  more...
                
 	
          Certificate IV
         
          Project Management Practice
        
 
        BSB40920-01
       
          Launch your project management career and learn key project management capabilities. Support the successful completion of varied projects from start to finish as a project administrator or project coordinator. Apply these skills to projects in your small business or workplace. 
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 project administrator



	
 project coordinator



	
 contract officer



	
 quality officer



	
 project analyst



	
 small business owner (project applications).




 




  
      View course
     


	
          Diploma
         
          Project Management
        
 
        BSB50820-01
       
          Gain the skills to step up as a project manager or team leader. Learn to effectively manage stakeholder relationships, budgeting and deadlines, and build transferable knowledge to succeed in project management roles across a range of industries.
        
 
        Entry requirements
      
  show requirements  	
 A certificate IV level qualification in project management as evidenced by a copy of your transcript or certificate.



	
 Or, 2 years' experience working in project teams or management roles as evidenced by a letter from your employer




 



 
        Career pathways
      
  show requirements  	
 project manager



	
 project team leader



	
 project contract manager



	
 project manager in your industry.




 




  
      View course
     



Quality Auditing
 
                Use your keen attention to detail and analytical skills to make sure organisations meet stringent quality, risk and sustainability standards. Learn how to examine and evaluate services and products with a quality auditing course.
                
                  more...
                
 	
          Diploma
         
          Quality Auditing
        
 
        BSB50920-01
       
          Strengthen your ability to initiate, lead and report on quality audits as a quality assurance manager or lead auditor. Learn to develop and promote compliant workplace practice in a range of settings.
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 compliance officer



	
 quality assurance manager



	
 quality facilitator



	
 lead auditor



	
 service quality system support analyst.




 




  
      View course
     



Small Business
 
                Springboard your entrepreneurial spirit into action. Learn how to plan smartly, manage your taxes and finances and build client relationships to get your business or startup off the ground.
                
                  more...
                
 	
          Certificate III
         
          Entrepreneurship and New Business
        
 
        BSB30220-01
       
          Be your own boss and turn that dream business idea into reality. Learn how to develop your business proposal, organise finances and resources, learn time management skills and social media planning tools, create a supplementary income and launch your successful micro business.
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 micro business owner



	
 micro business contractor



	
 micro business operator



	
 business owner.




 




  
      View course
     


	
          Certificate IV
         
          Entrepreneurship and New Business
        
 
        BSB40320-01
       
          Gain the skills to bring your small business or startup idea to life. Launch your small business or passion project with expert support and guidance, and set yourself up for success as a business owner.
        
 
        Entry requirements
      
  show requirements  	
 There are no entry requirements for this qualification. You can enrol now.



	
 Traineeship



	
 TAFE NSW also offers the Certificate IV in Entrepreneurship and New Business as a traineeship. To be eligible to enrol as a trainee you must:



	
 Be employed in a small business as this course is delivered in the workplace



	
 Have a signed traineeship contract



	
 Thinking about a traineeship? Enquire today.




 



 
        Career pathways
      
  show requirements  	
 small business owner



	
 small business manager



	
 owner operator.




 




  
      View course
     



Work Health and Safety
 
                Create safer work environments and eliminate risks for businesses and employees. Use your keen attention to detail to investigate incidents, compliance and regulations.
                
                  more...
                
 	
          Certificate IV
         
          Work Health and Safety
        
 
        BSB41419-01
       
          Are you passionate about ensuring a safe workplace? Designed by industry professionals, this qualification equips you with a broad range of practical knowledge and skills in the work health and safety industry. You’ll feel confident to assess risks and keep your workmates safe.
        
 
        Entry requirements
      
  show requirements 	
 No entry requirements for this course 




 
        Career pathways
      
  show requirements  	
 Work Health and Safety (WHS) Systems Officer



	
 Work Health and Safety Coordinator



	
 Safety Health and Wellbeing Advisor




 




  
      View course
     


	
          Diploma
         
          Work Health and Safety
        
 
        BSB51319-01
       
          Promote safe practices in your workplace and take the lead in creating a trusted work environment. Advance your existing capabilities and learn how to motivate your team to make organisational change and achieve mental, physical and emotional wellbeing.
        
 
        Entry requirements
      
  show requirements  	
 Academic transcript showing successful completion of all core units (or equivalent competencies) in the Certificate IV in Work Health and Safety




 



 
        Career pathways
      
  show requirements  	
 occupational health and safety officer or manager



	
 work health and safety advisor or manager



	
 human resources manager



	
 health and safety practitioner/consultant.




 




  
      View course
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