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Self-Assessment for Recognition of Prior Learning (RPL) 



Use your skills and knowledge gained through work and/or previous study for recognition in a nationally recognised qualification, through Recognition of Prior Learning (RPL).
This Self-Assessment will help establish your eligibility for RPL by identifying the skills and knowledge needed.
Following completion of this Self-Assessment please send to enquiries@aqi.edu.au together with your resume.
Once received a Teacher will contact you to discuss your eligibility and the process of RPL.
	Candidate name: 
	

	Phone number: 
	

	Email address:
	

	USI (Unique Student Identifier) if available:
	

	Declaration:
I declare that the information I have provided to the Australian Qualifications Institute is true and correct.
	Signature



There are eight units required to complete the Diploma of Business BSB50215. There are a broad range of units from which these eight may be selected. There are some limitations to the combinations of units, specifically you cannot select more than three units from any one group and can select only 2 ‘optional electives’. Note there are more units available than specified in this list however these are the most commonly attainable.
The following questions will provide you and your Teacher with an understanding of how your skills and knowledge match the requirements of each unit. 
Within the RPL assessment you will be asked to provide work related documentary evidence that demonstrate these skills and knowledge in the workplace.

	Place a tick or a ‘Y’ in the appropriate box
	Never
	Sometimes
	Often

	BSBADM502 Manage meetings (Grp B)

	
	I have planned and organised meetings
	
	
	

	
	I have chaired meetings
	
	
	

	
	I follow up on meetings to ensure effective communications and that actions are completed
	
	
	

	BSBADM503 Manage conferences (Grp B)

	
	I have planned, promoted and coordinated conferences
	
	
	

	
	I followed up after the conference – e.g. distribution of papers
	
	
	

	BSBADM504 Plan and implement administrative systems (Grp B)

	
	I have planned and implemented administrative systems
	
	
	

	
	I have ensured others can use these systems where appropriate, e.g. through training or development of procedures
	
	
	

	
	I have reviewed the effectiveness of these systems
	
	
	

	BSBADM506 Manage business document design and development (Grp B)

	
	I have managed document design and production processes to ensure document standards are met.
	
	
	

	
	I have used technology to maximise the effectiveness of templates and other standard documentation
	
	
	

	BSBHRM501 Manage human resource services (Grp C)

	
	I have planned, managed and evaluated delivery of human resource services across an organisation or department
	
	
	

	BSBHRM506 Manage recruitment selection and induction processes (Grp C)

	
	I have managed all aspects of recruitment and selection
	
	
	

	
	I have chaired selection panels
	
	
	

	
	I have managed induction processes
	
	
	

	BSBHRM513 Manage workforce planning (Grp C)

	
	I have managed planning in relation to my organisation's /departments workforce 
	
	
	

	
	In developing plans, I have researched the needs of the organisation/ department as well as the external and internal labour environment
	
	
	

	BSBMKG502 Establish and adjust the marketing mix (Grp D)

	
	I have determined the optimum marketing mix for my organisation / department.
	
	
	

	BSBMGT403 Implement continuous improvement (Grp E)

	
	I have implemented the organisation’s continuous improvement systems and processes
	
	
	

	
	I use systems to encourage others to participate in continuous improvement
	
	
	

	BSBPMG522 Undertake project work (Grp E)

	
	I have undertaken a straightforward project or a section of a larger project, e.g. the implementation of a new IT system or administrative system.
	
	
	

	
	I have developed a project plan including scope, milestones etc
	
	
	

	BSBRSK501 Manage risk (Grp E)

	
	I have managed risks in a range of contexts across my organisation or unit
	
	
	

	BSBWOR501 Manage personal work priorities and professional development (Grp E)

	
	I have created systems and processes to organise information and prioritise tasks.
	
	
	

	
	I have maintained my own professional development
	
	
	

	
	I have sought feedback in working towards my personal and work goals
	
	
	

	BSBMGT502 Manage people performance (Optional elective)

	
	I have managed the effective performance of my staff through the use of Key performance indicators
	
	
	

	
	I have supported the effectiveness of my staff through coaching and mentoring
	
	
	

	
	I have managed poor performers as well as effective performers
	
	
	

	BSBWOR502 Lead and manage team effectiveness (Optional elective)

	
	I have used a range of strategies to lead teams effectively to attain workplace goals
	
	
	

	BSBCMM401 Make a presentation (Optional elective)

	
	I have prepared and delivered presentations in the workplace
	
	
	

	
	I have sought feedback on my presentations to enhance future presentations
	
	
	

	BSBMKG414 Undertake marketing activities (Optional elective)

	
	I have implemented basic marketing and promotional activities
	
	
	

	BSBRES401 Analyse and present research information (Optional elective)

	
	I have researched, analysed and effectively presented workplace information   
	
	
	

	
	I have created reports based on effective workplace research
	
	
	



Small amounts of gap training can be given through the RPL process at no extra charge. If there are substantial gaps in your skills and knowledge whole units can be studied on line. You will know what can be RPLed and what needs to be studied before enrolling and committing.
Pathways to further learning
Diploma graduates can undertake further study in a range of other qualifications including Advanced Diplomas or degrees. A Diploma gives you a tertiary entrance score of ~83 (OP 9) which provides entry to a wide range of degrees. Many universities offer credits up to one year for this Diploma. 

Once completed please submit to enquiries@aqi.edu.au  together with a brief resume.







For more information check our website www.aqi.edu.au
For a conversation or to apply, email enquiries@aqi.edu.au






www.aqi.edu.au
enquiries@AQI.edu.au
Registered Training Organisation Code 40744
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