PACKAGE / COURSE LEARNING & ASSESSMENT STRATEGIES GUIDE

Package / Course Title:

Target groups:

TRAINING DELIVERY

Business Services Training Package — BSB07

Certificate Ill in Business Administration — BSB30407
Process accounts payable and receivable - BSBFIA303A

This unit applies to individuals employed in a range of work environments
supporting the accounting functions and aspects of an enterprise. They
may provide administrative support within an enterprise, or may be
members of staff who have been delegated accounting responsibilities.

Strategies

Performance Indicators Resources

Practical exercise

Access to relevant
legislation and
organisational
protocols

Develop ability to check payroll data, enter
details in payroll system and calculate
payment due to individual employees.

Discussion of requirements

and procedures.

Practical exercise

Develop ability to prepare payroll, making
arrangements for payment, obtaining
necessary authorisation and checking and
storing in accordance with legislative
requirements, policy and security
procedures.

Role play

Develop ability to respond to payroll
enquiries and provide information in
accordance with organisational and
legislative requirements. Includes referring
or following up on additional information
needs.

Work placement and/or
simulation

Develop all of the above under the range
of working conditions normally
encountered.

Access to appropriate
workplace or simulation
of realistic workplace
setting.

ASSESSMENT

Strategies

Performance Indicators

Resources

Practical exercise

Demonstrate ability to check payroll data,
input data accurately in payroll system
and calculate payment due to individual
employees.

Access to resources
and equipment
normally used in the
workplace.

Demonstrate knowledge and application
of legislative requirements to prepare
payroll, arrange for payment, and obtain
necessary authorisation. Also involves
knowledge of organisational guidelines
relating to security and confidentiality of
information.

Demonstrate ability to respond to payroll
enquiries and provide information in
accordance with organisational and
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legislative requirements.
Observation in the workplace | All elements Access to appropriate
or in a simulated workplace workplace where

and under the normal range of assessment can take

workplace conditions place or simulation of
realistic workplace

setting.

List any special requirements / issues / amendments for any particular target group.
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