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Trainer/assessor guide

BSBOPS503
Develop administrative systems

Welcome to this unit of study

This unit describes the skills and knowledge required to
plan for or review the requirements of administrative
systems and procedures for implementing, monitoring and
reviewing the system.

The unit applies to individuals employed in a range of work
environments in senior administrative roles.

It may be undertaken as:

» part of a formal qualification nationally recognised
through the Australian Qualifications Framework (AQF)

» astand alone unit

» part of a formal skill set

© smallprint owns all copyright on its products as detailed in the Copyright Act 1968.
It does not issue licenses for reproduction of this material.



Contents

AbOUL this trainer/ass@SSOr SUIE ........occevieeiriieeirrieeireeetrreeteeest e te et ssees e e seses e seessessaesssessassesssesseessessensnessansnes 4
LEAINING FESOUICE.......eiieiiiieieiteete et et e et st e e st st e s et s et e st e s e st e e e e s sat s b e s ea e e e at e e st e e ate s s e s ent e s s e e st esssasntesanesstasnnesssasensess 5
Topic 1: Plan adminiStrative SYSTEM ......cvirieireririeieitrterietet sttt ettt ettt sttt et ebe st et et e st sbe b e b e st ebesbenbensenessensensen 5
[entify SYSTEM FEQUITEIMENTS ....oouiiiieiieiertieteest ettt ettt ettt ettt s b e s bt et e bbb et e st e besbeteneenesbenbenes 5

Consult stakeholders and VErify rEQUINEMENTS ......ccciviriecieirenieeeeee ettt ere st re e sbe e e e sbe s e e esasbanes 7

ODLAIN QUOTATIONS ..utevietiieieitetistestete st sttt st st et ettt st et et e st s b e st e sessesesbesbensesessesbensensesesbesbenseneesesbensensesassensanseneans 9

SIECE @ SUPPIIEI 1ttt ettt ettt b e et e bbb et e st s b e b et e e e b e b e b et e he e be b et e e e beebe s b e e eneene 10

Check YOUT UNAEISTANGING ....coveviirieieiertinieietetertee ettt ettt st b e bbb bt e st e bbb et ebe s b e b et esesbesbenseneenis 11

Topic 2: Implement admiNiStrative SYSTEIM ..ottt ettt st et st sae et e b sbe st esbesbessaensenses 13
Develop implementation StratEEIES ... iiiiririeieire ettt sttt st st sesbestesae e ebestesaessesessessensaneas 13
IMIPIEMIENT SYSTEIM L.ttt sttt et b e sttt b e st st et e b e s be st et e st ebesbe b entebesbestentenesbesbenseneesesbensensenens 16
Support staff and Provide traiNiNg .......ocoeieiriree ettt s b e 18

MaNAEE CONTINEENTIES .uveiiiieiieiieeie ettt et et et e bt e bt e bt e s bt esteesbeesbeesbtesaeesatesatesasesasesasesasesaseeabesabessseenseenseenseesens 19

Check YOUT UNAErSTANGING ....cocvvivieieiririerietsesteete sttt st ettt st b e e st sbe st e s esesbe st enbessesesbasensesessessensanseses 21

Topic 3: Monitor admMiNIiStrative SYSTEM c..c.cciiirieieeririeteteer ettt sttt sttt s b e sttt s b sbe st e e sbesbeneeneene 23
IMIONITOE SYSTEIM ..ttt sttt bt ettt e b et e b s h e bt e b e bt s bt st e b e s b e sbt et e b e sbeeab et esbesseennens 23

Modify system to Meet ChaNGING NEEAS .......ccviivirieieireseteete ettt sttt et ae e besbesbeseesestestanseneas 25

Identify fFUrther MOIfICAtIONS ....ivivieieeerece ettt sttt a et e st e sae e esesbessensenea 26

Check YOUT UNAErSTANGING ....coovirieiiiririeieteesiete ettt sttt ettt st ettt sttt e st e be st et e st ebe st e bensenesbesbensensenes 27

TOPIC 4: ADITIONA] TEAIMINE ...eeviiiieieieretete ettt sttt sttt e b e st et et e bt s b e st et e bt e besbe e e st ebesbeneenene 29
Legislative and organisational policies and procedures for reviewing administrative systems.................. 29
ASSESSMENT WOTKDOOK ...ttt e bbb b e b st e b s st et et st st st st st e 33
UNIE INFOIMIGTION .ttt ettt st s b et b s bt n b e e er et snenennes 35
What is competency-Dased aSSESSIMENT?......ccviiririieie ettt st sttt be b e ene 36
How Will My COMPELENCY D @SSESSEA?....ouiiiiierieeieete ettt sttt st ettt st et st sbe et e besbesatensenbesanensenses 37
ASSESSIMENT ZIEEIMENT ...ttt sttt st s e sttt sae e et e et e s bt e b e et e e b e e be e bt e saeesbeeabaesbeesaeesaeesmeeensesmsesanesnneensens 38
FOUNdation SKillsS CRECKIIST.......cuirieiiiiciiece et 39
SKillS FECOGNILION.....eeeiieeeteeertecerrteee et rtes e reee st e e st e sae st e s e sstes e ssaes e snessesssesasssssssnsssesssessesssesssessasssessesssessesssessesnees 40
Topic 1: Plan adminiStrative SYSTEM ...c..cviriiiririeieere sttt sttt sttt s be sttt sb e st et et s b st e s e e sbesbeneenene 41
Topic 2: Implement admiNIStrative SYSTEIM ...c.iiiiiirireeeereee ettt sttt b e sttt s e bbb 42
Topic 3: Monitor admMiniSTrative SYSTEIM ...cc.iiiiiiiirieiereetetee ettt sttt ettt et st sbe et e besbesasetesbesaaensenses 43
KNOWIEAZE QUESTIONS ...ttt ettt sttt et st e et s st s s st s e s st e st s s et s ne s st sene st eesesstesnesnsesssensess 44
Topic 1: Plan adminiStrative SYSTEIM ...c.iviiiiiirie ettt sttt sttt et e st sbe st et e st e sbe et e besbesasensessessaensenses 45
Topic 2: Implement adminiStrative SYSTEIM ...ttt ettt sb e st se e e b sbesae e ebesbeneeneens 52
Topic 3: Monitor admMiNIiStrative SYSTEM c..c.ciiiirieieeririertee ettt ettt sttt ettt st sb e st e st et s besbe e e e sbesbeneenene 58
Topic 4: SPecific KNOWIEAZE EVIARNCE ..ottt ettt sttt e sa e be b e ne 63

LT oLy g F= T Lol I - 1] LT 64
Third party evidence cOlleCtion @BrEEIMENT .....c..ccueiririnieerereeee ettt sttt st et e sae e be b e ne 65
Topic 1: Plan adminiStrative SYSTEIM ...cc.iviiiiiiie ettt ettt sbe st ettt et sbe st e be st e sbe et enbesbesasentessessaensanses 66
Topic 2: Implement adminiStrative SYSTEIM ...ttt st et se e e b st esae e ebesbenseneens 68
Topic 3: Monitor admMiNIiStrative SYSTEM ...c.cciiireieeeiriertee ettt sttt ettt et st sb e st st et sbesbe e e e sbesbenee e ene 70

BSBOPS503: Develop administrative systems (Trainer/assessor guide)
© smallprint V5 Aug 2021



COMPIELION FECONM......eiiiiiieeereeeeert ettt st e st st e s et st e s sae st e e sae s e st e e s e s st e b asntesssassnsesssesstasssessssesnsesssssennens 72
U MAPPING ettt sttt ettt e st s a e st st st et st et sbe st senesat s st sat e st srb e ntsrnesntsnsesntestsnsentsnesntssanns 73

Trainer/ aSSESSOI USEI INSTIUCLIONS........uuueeeiiiieeeeeeeeeeeesseeersreseeereeeeeeeessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnns 75

BSBOPS503: Develop administrative systems (Trainer/assessor guide)
© smallprint V5 Aug 2021 3



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:
»»  Plan administrative system

»»>  Implement administrative system

» Monitor administrative system

»»  Additional learning

Each topic provides information to help you gain the skills and knowledge required to perform the work tasks to which they
refer. Read the information and practise the skills described. You should also take the opportunity to undertake additional
independent research. Your trainer/assessor may also provide supplementary information including interpretation of the

contents of this resource.

At the end of each topic is:
»  asetof true or false questions

»»  aset of multiple choice questions

These questions provide an opportunity to check your understanding and progress. They are self-marking and do not form

part of the assessment for the unit.

Assessment workbook

To have this unit recognised as a formal qualification you need to have your skills and knowledge assessed. The assessment
workbook provides:

»» information on competency-based assessment

»»  instructions on how you will be assessed

»  assessment tools to assess your competence

» instructions on how to complete the assessment tasks within each assessment tool

To be assessed as competent you need to provide evidence that you have the skills and knowledge to undertake the
requirements of this unit. This assessment of competency is made by a qualified trainer/assessor from a registered training
organisation. You must complete all the assessments as directed by your trainer/assessor to the required standard. It is not
necessary to work through the guide in the order in which it is written. However this is at the discretion of your trainer/

assessor.

Disclaimer

Information contained in this resource is drawn from sources believed to be reliable. The firm, its employees, agents and
contractors do not warrant the correctness of the sources used and accept no responsibility to any person for any errors or

omissions or for any loss or damage howsoever caused from the use of this resource.
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