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Business College

'Empowerment Through Education and Training'

BSB30320 Certificate Ill in Legal Services Traineeship

ABOUT TRAINEESHIPS

Traineeships in NSW involve a contract between an employer, a Trainee and the NSW Government.
Some Traineeships attract a range of subsidies and financial incentives from both state and
commonwealth governments, and they have been proven to be a sustainable and effective way to
train people in the workplace. A great benefit of signing up a Trainee and selecting ACBC as your
training provider, is that your Trainees don’t have to lose any time from your workplace. They learn
on the job while they study, and our Trainers support them with formal learning and assessment.

ABOUT ACBC

Australian Careers Business College (ACBC) is approved by the NSW Government as a training provider
for selected Traineeships under the NSW Smart and Skilled Program (RTO Code 90271 DOI provider
code 681). We have been providing quality training to employers since 1996. Go to
www.acbc.nsw.edu.au for more details.

ABOUT THE COURSE

The BSB30320 Certificate Il in Legal Services is a nationally recognised qualification that reflects the
role of individuals who use a broad range of administrative competencies in a legal environment.
These individuals use some discretion and judgement and may provide technical advice and support
to ateam. The job roles that relate to this qualification may include Legal Administrative Assistant and
Legal Receptionist.

COURSE UNITS OF COMPETENCY

Four (4) Core units
e BSBLEG311 Work in a legal services environment
e BSBLEG314 Protect information in a legal services environment
e BSBTEC201 Use business software applications

e BSBXCM301 Engage in workplace communication

Six (6) Elective Units
e BSBLEG312 Carry out search of the public record
e BSBLEG421 Apply understanding of the Australian legal system
e BSBLEG423 Conduct simple legal research
e BSBPEFO1 Organise personal work priorities
e BSBWHS211 Contribute to the health and safety of self and others
e BSBLEG424 Support the drafting of complex legal documents

The Australian Careers Business College is registered by Australian Skills Quality Authority (ASQA) to deliver
selected Nationally Recognised Qualifications. ACBC is a Registered Training Organisation (RTO) No. 90271.
28 MEMORIAL AVENUE LIVERPOOL NSW 2170 Tel 02 9824 0000
info@acbc.nsw.edu.au www.acbc.nsw.edu.au



mailto:info@acbc.nsw.edu.au
http://www.acbc.nsw.edu.au/
http://www.acbc.nsw.edu.au/

PATHWAYS FROM THE TRAINEESHIP
Students who complete the traineeship may undertake further studies in the BSB50720 Diploma of
Paralegal Services.

TRAINSHIP LENGHTH
The Traineeship is a 12-month fulltime (38 hrs. per week). It is also available as a part-time Traineeship.
The minimum part-time hours for a traineeship are:

e 15 hours per week for traineeships with a full-time term of less than two years.

e 21 hours per week for traineeships with a full-time term of two years or more.

ABOUT WAGES FOR TRAINEES

This Traineeship is a Level A wage under the National Training Wage arrangements. Most modern
awards defer to MA000104 Miscellaneous Award 2010 for Traineeship pay rates (see extract below).
This is the case for MA0O00002 Clerks Private Sector Award which covers most people employed as
Trainees in business administration roles.

a. Wagelevel A

The minimum rate for a full-time trainee undertaking an AQF Certificate Level I-lll traineeship whose
training package and AQF certificate levels are allocated to wage level A by clause E.6.1 is the weekly
rate specified in column 2 of Table 1—Wage level A minimum weekly rate for full-time trainees
(AQF Certificate Level I-lll traineeship) according to the highest year of schooling completed by the
trainee specified in that column and the experience level of the trainee specified in Column 1.

More details on awards can be found at: www.fairwork.gov.au/awards-and-agreements/awards/find-

y-award/step-2

Table 1—Wage level A minimum weekly rate for full time trainees

(AQF Certificate Level | - lll traineeship)

Experience level of trainee Highest year of schooling completed
Year 10 Year 11 Year 12
per week per week per week

School leaver $412.70 $454.40 $540.50

Plus 1 year out of school S454.40 $540.50 $629.00

Plus 2 years out of school $540.50 $629.00 $732.00

Plus 3 years out of school $629.00 $732.00 $838.00

Plus 4 years out of school $732.00 $838.00

Plus 5 years or more out of school $838.00

TRAINEESHIP CONTRACT
Students studying this qualification (and their employers) will enter into a training contract with the
NSW Government.
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CREDIT TRANSFER (CT)

Australian Careers Business College recognises and grants credit transfer for nationally recognised
units of competency issued by other RTOs. Full details of the application process can be acquired from
the college’s student services.

LANGUAGE LITERACY AND NUMERACY SKILLS (LLN)
Students enrolling in this qualification will undertake an LLN test and Digital Literacy test to determine
any specialised support required for the student to engage effectively in the course.

ASSESSMENT
Assessment methods for this qualification are a combination of written assignments, case studies,
knowledge questioning, projects and workplace assessments.

MODE OF DELIVERY

The qualification is delivered in the workplace. Trainees will complete assessments and submit them
online. Trainers may visit student in the workplace or communicate via Zoom/Teams to provide
coaching, support and conduct assessment.

QUALITY OF TRAINING
ACBC is responsible for the quality of the training and assessment being provided in this qualification
and for the issuance of any AQF certificate.

LEARNING RESOURCES
All equipment and resources are provided for students enrolling into this qualification including digital
access, learner guides, student handouts and assessment instructions at no cost.

COURSE COST
This training is subsidised by the NSW Government for eligible students.

CONTACT US TO GET STARTED
Traineeships are a win-win for you, your business and the Trainees. Let us help you to start a
Trainee in your business. If you would like to speak with one of our Careers Advisors about
recruiting and signing up a Trainee, call Svetlana Kuzmar on 02 9824 0000 or email
svet@acbc.nsw.edu.au. We can answer all of your questions and guide you through the process
of signups. One of our team will be in touch soon to explore if you are ready to make a di
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