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Flexibility
Our aim is to remove all barriers to education and training,
and we will cater to your individual needs.

Direct pathway to employment
After you graduate from your course with us, you can
continue onto further education with us, or EPIC Assist can
help you find a job.

Support
Our trainers, tutors and student services staff are on hand at
all stages of your learning to provide individualised support.
EPIC Education Assist works closely with our partners
Planning 4 Life to provide tutoring and mentoring to eligible
students.

Affordability
Review our schedule of fees (available at www.epicassist.org)
to tell us about a plan that suits your needs.

Funding

Why choose EPIC Education Assist?

If you are a Queensland resident, you may be eligible for
Queensland Government subsidies through the User Choice
and Certificate 3 Guarantee programs. Contact EPIC to find
out if you’re eligible for funding.

Nationally accredited qualifications

EPIC Education Assist is a Registered Training Organisation

You can trust that your qualification will be recognised across
Australia.

(RTO ID 41218) delivering nationally recognised courses for people
with disability or disadvantage, individuals supporting people with
disability or disadvantage, and those entering the disability sector.
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Entry requirements
You will need access to a desktop computer or laptop,
internet, email, and Microsoft Office or equivalent. You will
also need to complete a pre-enrolment interview, so our staff
understand your language, literacy and numeracy levels.
We will also determine suitability of the course for you, and
identify any support requirements you have.

Recognition of work experience and prior learning
We recognise your existing skills and knowledge, and
previous training you have done with another RTO.

Our trainers
Our training instructors have in-depth experience and will
provide you with one-on-one support to ensure you achieve
your learning goals.

Delivery
We deliver our training through a blend of online and
classroom learning. Our delivery methods will be customised
to meet your individual needs. Our courses are offered
in selected EPIC Assist offices in Queensland, or in your
workplace as required. Your learning material is available
through the online learning portal.

Student information

Written assessments
You will be assessed on the knowledge and skills you have
gained during your studies.

EPIC Education Assist is flexible, committed to your success, and
will support you every step of the way.

Workplace assessments
The work component consists of a minimum of 130 hours in a
workplace where you can demonstrate your skills.
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Future pathways
Graduates of these qualifications may pursue roles as:
customer service staff
contact officers
reception/front desk staff
administration assistants
word processing/data entry operators
It will also prepare you for further study at a higher level.

What will I learn?
These courses have been designed to provide you with skills that apply to
a variety of business environments including.
basic computer operation
Microsoft Word and Excel use
using email
navigating the work environment
workplace health and safety
scheduling
administration
word processing
strategies for managing stress
time management
effective communication

Our Business courses

You will also develop strategies to help you in the work environment,
including effective communication, working within teams and managing
personal priorities and stress.
The course includes a practical placement, ensuring you gain work
experience.

If you’re looking to build a career in business, studying with EPIC
Education Assist will give you the head start you need.
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BSB20115

BSB30415

Certificate II in Business

Certificate III in Business
Administration

Students must complete 12 units
of competency which include the
following:

Students must complete 13 units of
competency which may include the
following:

BSBWOR203
Work effectively with others

BSBITU307

BSBWOR202

Develop keyboarding speed and accuracy

Organise and complete daily work activities

BSBWHS201

BSBWHS201

Contribute to health and safety of self and others

Contribute to the health and safety of self and others

BSBADM302

BSBCMM201

Produce texts from notes

Communicate in the workplace

BSBITU302

BSBIND201

Create electronic presentations

Work effectively in a business environment

BSBITU303

BSBCUS201

Design and produce text documents

Deliver a service to customers

BSBITU304

BSBITU102

Produce spreadsheets

Develop keyboard skills

BSBITU306

BSBWOR204

Design and produce business documents

Use business technology

BSBITU309

BSBITU101

Produce desktop published documents

Operate a personal computer

BSBWRT301

BSBITU201

Write simple documents

Produce simple word processed documents

BSBADM307

BSBINM202

Organise schedules

Handle mail

BSBITU201

BSBITU203

Produce simple word processed documents

Communicate electronically

BSBITU203
Communicate electronically

BSBWOR204

Your Certificate II will take between
6 and 12 months to complete, and
your Certificate III will take between
12 and 18 months. Your trainer will
develop a plan to suit your needs.
Upon successful completion of your
course, you will receive a nationally
recognised qualification.

Use business technology
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What our students say about us
“Keep up the great work, this has been an
awesome experience. Thank you.”

“I found this course was a great motivational
beginning for my future career.”

“I have gained a lot from the activities and
from observing the people in my class.”

“This course has opened my eyes and mind and given
me insight into my own abilities and strengths.”

Testimonials

“My trainer has assisted and helped a lot. She’s a good
teacher and makes you feel that you can do anything.”

“I enjoyed this course, learned more than I thought I would
and give 10 stars to the trainer for being able to teach me.”
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Our courses are your pathway to employment

Enrol today
13 EPIC (13 3742)
training@epicassist.org
Level 1, 230 Lutwyche Road, Windsor, QLD 4030
epicassist.org

