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Interested in a career in Business Administration?

The employment opportunities available within the Business Administration industry include roles such as:
Receptionist; Customer Service Officer; Administrative Support Officer; Secretary; Administration Officer;
Personal Assistant; Administration Team Leader; Officer Manager; Supervisor.

The following shows how you can achieve your goal and the various pathways that you can take.

Entry Requirements Course of Stud Possible Outcomes

Completion of Year 12 (certain
subject required);

Industry Experience;

Recognition of Prior Learning

Further Studies;

Diploma of Business Administration
(not offered at Durack) II~ Employment

*

Certificate IV in Business
Administration ||~
( Designated place for Aboriginal clients)
?
Certificate Ill in Business
Administration ||~
(Designated place for Aboriginal clients)

Certificate Il in Business
(Designated place for Aboriginal clients) |I

Certificate I, Il or lll in General "-
Education for Adults

Completion of Year 12 (certain
subject required);

Industry Experience;

Recognition of Prior Learning

Further Studies;
Employment

Completion of Year 12;
Industry Experience;
Recognition of Prior Learning

Further Studies;
Employment

Generally completion of Year 10;
Meeting Communication, Math’s and
other standards;
School Based Traineeship;
Industry Experience

Further Studies;
Employment
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Further Studies;

No formal entry Traineeship
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Course in Gaining Access to Training

No formal entry and Employment
Course in New Opportunities for Women

Note: There are multiple entry and exit points that you can start and finish at throughout your studies.
Note: an alternative to this training course may be ‘IT or Finance’, please refer to relevant pathway documentation

Key/ legend
Bold font- indicates that the training program is offered at Durack Institute of Technology
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What are the entrance requirements?

Entrance requirements are the lowest level of school results you need 1o be
accepted intfo a course at Durack Institute of Technology

Entrance requirements will be either:
A lower level quadlification, for example, to enrol in a Certificate IV in Disability Work you need a
Certificate lll in Disability Work
OR
Communication skills and if required math skills.

The level of communication and math skills required for entry to a course will be measured
according to the following scale:

© Basic slalls

o0 Devel oped sklls

o0 Well Developed shills
<0 Highly Devel oped skill s
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