
Communication Skills 

Certificate 11

Certificate 2 in Skills for Work and Training

Time to complete course; 
1 semester full time








Or







2 semesters part time

Classes:

Subject / Time



Location

Teacher

FULL TIME – one semester
Wednesday

 Interpersonal communication







9.30 – 2.30pm

   D2.15b

Jenny Lynch

Thursday 

Writing & oral communication







9.30am – 2.30pm
   D2.15b

Michelle Brown

Friday


Workplace skills










9.30 – 12.00am
   D2.15b
      Jenny Sturmann





Computing











12.00 – 2.30pm
   F.G.23

Sue Parsons

PART TIME – two semesters
Monday

Various


   TBA

Jennifer Julian




6pm – 9pm

Friday (limited period)
Computing   TBA


Paul Ford





6pm – 9pm
Certificate 2 in Skills for Work and Training

Units of Competency 

Wednesday: Interpersonal communication – Jenny Lynch

NSWTCOM207A   Demonstrate interpersonal skills                     (20)

NSWTCOM202A   Document and communicate personal and community stories                                                                                    (40)

NSWTCOM205A   Plan a team presentation                                 (20)

NSWTCOM211A    Use strategies to transform conflict               (20)

Thursday: Writing & Oral Communication – Michelle Brown

NSWTCOM206A   Record routine written information                  (20)

NSWTLSG201A    Listen & respond in a range of contexts            (20)  

NSWTRDG201A    Read & respond to routine texts                       (20)

NSWTSPG201A     Speak effectively in a range of contexts          (20)

NSWTWTG201A    Write routine work related texts                    (20)

Friday:  Workplace skills – Jenny Sturmann   

BSBCMN203A     Communicate in the workplace                               (30)

NSWTCOM214A  Communicate with customers in a range of contexts (20)   

NSWTCOM208A  Organise & complete a job application and interview (20)

Friday: Computers – Sue Parsons

BSBCMN205A  Use business technology                                           (20)

BSBCMN213A  produce simple word processed documents                  (30) 
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