
 

Business 
• Manage payroll 
• Manage meetings 
• Plan and manage conferences 

• Plan or review administration 
systems 

• Manage business document 
design and development 

• Manage projects 
• Manage people performance 

• Ensure team effectiveness 

 
BSB50407  
Diploma of 
Business  
Administrative 

P R O G R A M  T O  I M P R O V E  Y O U R   
M A N A G E M E N T  S K I L L S  

This program is targeted to participants who have industry experience and 
are or will be managing an office and undertaking a range of specialised, 
technical and managerial tasks, as an Office Manager or similar. 
 
 
 

For Further Info Innovative Business Training 
Melbourne office  
T:  (03) 9347-0252 
E: info@innovativebusinesstraining.com.au 
W: www.ibtraining.com.au 

 

T O O L B O X  o f  S K I L L S  

Follow up 
and supportGap Training Assessment 

& Feedback

Individual 
• Nationally recognized 

qualification  
• Personal achievement  

 
Workplace 

• Results focus  
• Workplace productivity 

improvement 
• Establish future plan 

Innovative Business Training 20+ years experience in training. 
A team of highly qualified experienced experts selected to provide training & support. 

Registered for government funding. 
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