
 

 

 

Registered Training Organisation: 0822 
Address:  5/7 Hillyard Street, PIALBA Q 4655 

Ph:  41 245 477 

Fax:  41 245 955 

Email:  jobsmart@bigpond.net.au 

Web:  www.jobsmart.net.au 

 JobSmart (trading name of APOSTOLE Pty Ltd ABN70057352940). Photocopying is only allowed with the approval of JobSmart’s Director. 
C:\Documents and Settings\ben.DHNET\Local Settings\Temporary Internet Files\Content.Outlook\9GFUZ1R4\BSB31007 Certificate III in Business (Legal)- Packaging Rules v1 010708.doc 

QP-09-041 (1/6)   Page 1 of 1 

 

 

BSB31007 Certificate III in Business Administration (Legal) 
 

13 UNITS MUST BE COMPLETED: 2 Core units, 5 Legal Administration units, 
4 Administration units and 2 Elective units 

Core Units 
BSBITU307A Develop keyboarding speed and accuracy 

AND BSBOHS201A Participate in OHS processes 

OR BSBOHS306B 
Contribute to implementing emergency prevention activities and response 
procedures 

Plus 5 Legal Administration Units 
BSBLEG301A Apply knowledge of the legal system to complete tasks BSBLEG305A Use legal terminology in order to carry out tasks 

BSBLEG302A Carry out search of the public record BSBLEG306A Maintain records for time and disbursements in a legal practice 

BSBLEG303A Deliver court documentation BSBLEG308A Assist in prioritising and planning activities in a legal practice 

BSBLEG304A Apply the principles of confidentiality and 
security within the legal environment 

BSBINM303A Handle receipt and dispatch of information 

4 Administration units 

Information Technology Finance 

BSBITU302A Create electronic presentations BSBFIA302A Process payroll 

BSBITU303A Design and produce text documents BSBFIA303A Process accounts payable and receivable 

BSBITU304A Produce spreadsheets BSBFIA304A Maintain a general ledger 

BSBITU306A Design and produce business documents Other 

BSBITU309A Produce desktop published documents BSBWRT301A Write simple documents 

 BSBADM307B Organise schedules 

Elective Units: Select two from the list below, or from the remaining units from the previous lists. 
Optional electives: 2 elective units may be selected from BSB07 Business Services Training Package or any other currently endorsed National Training 
Package. If not listed here, the elective units may be selected from a Certificate II or IV qualification.  Elective units must be relevant to the work outcome, 
local industry requirements and the qualification level.  

Information Technology Customer Service 

BSBITU301A Create and use databases BSBCUS301A Deliver and monitor a service to customers 

BSBITU305A Conduct on-line transactions BSBCMM301A Process customer complaints 

BSBWOR204A Use business technology BSBPRO301A Recommend products and services 

Administration/Finance BSBDIV301A Work effectively with diversity 

BSBFIA301A Maintain financial records Other 

BSBADM302B Produce texts from notes BSBINN201A Contribute to workplace innovation 

BSBADM303B Produce texts from audio transcription BSBSUS201A Participate in environmentally sustainable work practices 

BSBADM311A Maintain business resources BSBOHS407A Monitor a safe workplace 

BSBWOR301A Organise personal work priorities and 
development 

Information Management 

BSBWOR302A Work effectively as an off-site worker BSBINM301A Organise workplace information 

 BSBINM302A Utilise a knowledge management system 
 

For an explanation of terms and how your training will progress, please refer to JobSmart’s Training and Assessment Guide Notes. 
 

(For more details, about each unit and other elective options; go to: www.ntis.gov.au) 
 

(Prior to your final selection of any elective units outside the list below, please contact JobSmart) 
 

(Note: JobSmart is unable to deliver any level V units) 
 

WANT TO KNOW MORE? 
 

CONTACT US NOW! 
 

For general traineeship information, got to: www.apprenticeshispinfo.qld.gov.au 

http://www.ntis.gov.au/
http://www.apprenticeshispinfo.qld.gov.au/

