	Applicant Student Name:
	Date of Application: 


NOTE:
Element describes the essential outcomes.
Dates List the time periods (Dates) have you performed these Elements, within your role/s.
FTE means Full Time Equivalent.  IE during the dates you have performed this Element, what component of time did you perform this Element within your total responsibilities in your role/s.

BSBHRM411 - Administer performance development processes (Release 1)
	Element
	Describe how you have performed these Elements within your role/s.
	Dates
	FTE

	1. Review performance development infrastructure
	
	
	

	2. Promote performance development system
	
	
	

	3. Recommend improvements to performance development system in response to collated data
	
	
	



BSBHRM412 - Support employee and industrial relations (Release 1)
	Element
	Describe how you have performed these Elements within your role/s.
	Dates
	FTE

	1. Support preparation of Employee and Industrial Relations processes
	
	
	

	2. Support industrial relations
	
	
	

	3. Support employee relations
	
	
	

	4. Contribute to continuous improvement
	
	
	



BSBHRM415 - Coordinate recruitment and onboarding (Release 1)
	Element
	Describe how you have performed these Elements within your role/s.
	Dates
	FTE

	1. Plan for recruitment
	
	
	

	2. Screen and interview potential candidates
	
	
	

	3. Assess and select candidates
	
	
	

	4. Manage candidate outcomes
	
	
	

	5. Onboard successful candidate
	
	
	



BSBHRM417 - Support human resources functions and processes (Release 1)
	Element
	Describe how you have performed these Elements within your role/s.
	Dates
	FTE

	1. Identify human resources functions
	
	
	

	2. Review policy and procedures frameworks
	
	
	

	3. Apply ethical framework
	
	
	

	4. Analyse human resource metrics
	
	
	

	5. Report outcomes of review and analysis
	
	
	



Please nominate a referee who can confirm your experience if required:

Name:


Position:

Phone number or email address:



[bookmark: _GoBack]Please return this information with your enrolment form.

Note: If you don’t meet the above requirements we have a Certificate IV in Business (HR focus) you can do which includes the pre-requisite units.
