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Excellence 
in 
ONLINE 
Education 



At the Academy of Global Business 
Training, we are passionate about 
empowering career aspirations and 
dreams inclusively for culturally 
diverse people and ensuring social 
inclusivity.

As a team of highly innovative 
business professionals with global and 
best practice experience, we have 
been creating opportunities for 
people across Australia and 
Internationally. 

Global Business Trainer is steaming 
ahead in ONLINE education and 
Global Mentoring–creating 
Australia’s leaders in next generation 
learning.

Global Business Trainer 

BSB30120- Certificate lll in Business-Records 
and Information Management

Why study with Global Business Trainer?

•  Freedom 
     study where you want, when you want

•  Experience
     our trainers are  highly  experienced            

industry professionals 

• Best Practice Course  materials

• Our dedicated student support team is 
there to help you every step of the way

•  Our courses are nationally recognised 
and meet professional 
licensing/registration requirements

Empower Your Potential and Enabling Business Brilliance                            RTO 46110

Empowering Opportunities 
and 

Enabling Incredible Potential
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BSB30120 - Certificate lll in 

Business-Records and Information 
Management

ONLINE
Business Qualifications

Empower Your Potential and Enable Business Brilliance 



Career Opportunities
Potential Jobs 

 General Fashion Administration 
 Fashion clerk
 Receptionist Fashion Head Office
 personal assistant Fashion Designer
 Administration
 General fashion business s support

BSB30120 - Certificate lll in Business

This is a comprehensive entry-level 
qualification, suitable if you are interested in 
a career in the ‘Business' of Fashion.  It 
encompasses a wide range of Business 
support roles in the Fashion and creative 
Industry.   It has been designed for students 
with at least 2 years work experience.  

You will gain skills to prepare you for a role 
that requires some organisation, judgment 
and relevant theoretical  knowledge in a 
Fashion Business office.

This course will enable you to further develop 
your skills in administration, customer service, 
business support financial processes and 
resources coordination. You will also learn to 
create documents, databases, spreadsheets 
and presentations, and to organise your 
work priorities while identifying opportunities 
for personal development. 

Empower Your Potential and Enabling Business Brilliance                 RTO 46110

Entry Requirements

There are no formal entry requirements for 
this qualification.  
In order to study this course at the 
Academy of Global Business Training you 
must be currently working or have access 
to a workplace, with at least 2 years work 
experience 

Preferred pathways for candidates 
considering this qualification include 
vocational experience assisting in a range 
of support roles without a formal business 
qualification.

When you successfully complete this 
course, you’ll be awarded the nationally 
recognised BSB30120 - Certificate III in 
Business, allowing you to pursue a variety 
of business roles in the corporate sector.

Pathways from the qualification

BBSB40320 - Certificate IV in 
Entrepreneurship and New Business, or a 
range of other Certificate IV qualifications.
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Study  Periods and  Units

Once you are enrolled in this course, you will receive access 
to your AGBT Learning Management System, which contains 
the first set of units for the course. When you have successfully 
completed those units, you’ll be given access to the next 
study period.

Nationally Recognised

Delivery mode:     Online 
Course duration:   12 -24 months part time-dependent on 

experience

Assessments:         E-Portfolio of evidence
                               May include-Questioning, case studies, 
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BSB30120 - Certificate lll in Business-
Records and Information Management-

Empower Your Potential and Enabling Business Brilliance   RTO 46110

The BSB30120 Certificate III in BUSINESS comprises 13 units 
of competency.   Based on our consultation with industry, 
we have selected the following units of competence:

You must be deemed competent in all 13 Units of Competency 
in order to gain the qualification. If you do not complete all units 
but are deemed competent in some Units, you will receive a 
Statement of Attainment for these Units.

Module Unit of Competency

1. BSBCRT311 Apply critical thinking skills in a team environment
2. BSBPEF201 Support personal wellbeing in the workplace
3. BSBSUS211 Participate in sustainable work practices
4. BSBTWK301 Use inclusive work practices
5. BSBWHS311 Assist with maintaining workplace safety
6. BSBXCM301 Engage in workplace communication
7. BSBDAT201 Collect and record data

8. BSBTEC404 Use digital technologies to collaborate in a work

9. BSBESB302 Develop and present business proposals

10. BSBINS308 Control records
11. BSBINS309 Maintain business records
12. BSBINS303 Use knowledge management systems
13 BSBINS302 Organise workplace information

13 units of competency : 6 core unit and 7 elective units 
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COURSE DETAILS 

How is the course delivered?

This is an ONLINE course. This means that 
you will complete your knowledge and 
initial skills development through online 
learning.  Your performance skills can be 
supported and complemented by your 
work.

**You must have sound computer skills 
and access to a computer or laptop to 
complete this course with a fast 
internet/WIFI and or NBN connection

This course is delivered and assessed by 
experienced trainers who have 
connections to industry. You will also have  
full access to the student support network 
during your studies, and the option to 
connect with a study buddy in your area 
or online

Online learning or E-learning:  

Global Business Trainer ONLINE campus  you will:

 access your learning materials and 
assessments

 undertake and upload assessments
 engage and interact with your trainer
 access your assessment grades and feedback
 access student support services.

What learning materials are included with this 
course?

The following resources are provided to you via 
Global Business Trainer platform
 learner workbook
 online forums
 additional activities
 online activities.

How is the course assessed?

During the course, you may undertake:
 Questioning
 Case studies
 Written reports
 Projects
 Demonstrations and presentations
 E Portfolios of evidence

What about recognition of Prior learning RPL?

We understand that you may already have 
many skills and areas of expertise that you have 
obtained in different ways and these are 
recognised through our Recognition of Prior 
Learning RPL process. For more information 
about our RPL process, you can contact a 
course and careers advisor to discuss your  RPL 
options.

BSB30120 - Certificate lll in Business-
Records and Information Management



What is the duration of the course? 

The duration for the course is ideally 12 
months part time. To complete the course 
in this timeframe, we recommend that you 
study a minimum of 12 hours  per week. 
 **This is a guide only — the time taken to 
complete your course will depend on your 
level of skill and knowledge.

What will I learn?

You will learn how to develop effective 
workplace relationships, process 
complaints and how to gather, convey 
and receive information in the most 
effective way. You will learn skills in 
working within organisational 
requirements and how to establish 
contact with customers.

As this course is a comprehensive 
introduction to business life, you will also 
gain competencies in completing 
workplace documentation and applying 
knowledge of WHS legislation in the 
workplace. When you have finished this 
course you will be equipped with all the 
basic office and corporate knowledge 
you will need to make a real difference in 
the business sector of many different types 
of companies 

How to Enrol

Enrolling with Global Business Trainer is 
easy: 

After your initial Inquiry one of 
Engagement officers will call you for a Pre 
enrolment conversation

 Enquire online today. 
Just visit our website, select your course 
and click ‘Enquire Now’

OR
 
 Enrol by phone. Just call one of our 

friendly course and careers advisors on 
1300 132 628

Need more information?

We appreciate that choosing the right 
course is important. If you would like to 
discuss your career or course options, 
please do not hesitate to call our course 
and careers team on 1300 132 628 or 
email your questions to

Study@GlobalBusinessTrainer.edu.au  

Please refer to the website for student fees 
and refund policy at 

www.GlobalBusinessTrainer.edu.au

You will be charged a maximum if $1500 
at 15-day intervals until you reach the 
price of the qualification 

Empower Your Potential and Enabling Business Brilliance                         RTO 46110
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Empowering Imagination     Enabling Potential

Enquire Now- 1300 132 628

Need more information?

Study@GlobalBusinessTrainer.edu.au 
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