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BSB40207 Certificate IV in Business 
Description:  
This qualification reflects the role of individuals who use well-developed skills and a broad knowledge base 
in a wide variety of contexts. They apply solutions to a defined range of unpredictable problems, and 
analyse and evaluate information from a variety of sources. They may provide leadership and guidance to 
others with some limited responsibility for the output of others. 

Job Roles 
Job roles and titles vary across different industry sectors. Possible job titles relevant to this qualification 
include: 

• Administrator 

• Project Officer 

• Administration Officer 

• Accounts Supervisor 

• Executive Personal Assistant 

 

Prerequisite requirements 
Preferred pathways for candidates considering this qualification include: 
• providing evidence of competency in Certificate III in Business or other relevant qualification/s OR 
• with some vocational experience assisting in a range of environments providing administrative or 
operational support to individuals and/or teams but without a formal business qualification. 
Students must be over 18 years old at the time of enrolment.  
International students: IELTS 5.5 or equivalent  
 

Course Duration: 28 weeks including 5 weeks holiday 

Course Units: 

NTIS: BSB40207        
CRICOS: 066611E Certificate IV in Business                                  

BSBOHS407 Monitor a safe workplace 

BSBCUS402A  Address customer needs 

BSBEBU401A  Review and maintain a website 

BSBADM405B  Organise meetings 

BSBCMM401A  Make a presentation 

BSBLED401A  Develop teams and individuals 

BSBMKG413A  Promote products and services 

BSBMKG414A  Undertake marketing activities 

BSBPMG510A  Manage projects 

BSBRSK401A  Identify risk and apply risk management processes 
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BSB50407 Diploma of Business Administration 
Description:  
This qualification reflects the role of individuals who possess a sound theoretical knowledge base and use 
a range of specialised, technical or managerial competencies to plan, carry out and evaluate their own 
work and/or the work of a team. 

Job Roles 
Job roles and titles vary across different industry sectors. Possible job titles relevant to this qualification 
include: 

• Administration Manager 

• General Office Manager 

• Office Manager. 

 

Prerequisite requirements 
Preferred pathways for candidates considering this qualification include: 
• Certificate IV in Business or other relevant qualification/s OR 
• extensive vocational experience in a range of environments in senior support roles. 
Students must be over 18 years old at the time of enrolment.  
International students: IELTS 5.5 or equivalent  

 

Course Duration: 28 weeks including 4 weeks holidays 

Pathways from the qualification 
After achieving the BSB50407 Diploma of Business Administration, candidates may undertake Advanced 
Diploma of Business or a range of other diploma qualifications. 

Course Units: 

 

NTIS: BSB50407 CRICOS: 
066610F  Diploma of Business Administration    

BSBITB504B  Review Administration Systems 

BSBADM502B  Manage meetings 

BSBADM501A Manage Knowledge and Information 

BSBADM506B  Manage business document design and development 

BSBPMG510A  Manage projects 

BSBCUS501A  Manage quality customer service 

BSBINM502B  Manage People Performance 

BSBWOR502A  Ensure team effectiveness  
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BSB60407 Advanced Diploma of Management 
Description:  
This qualification reflects the role of individuals who have senior or managerial responsibilities. They may 
oversee the work of others or have specialised roles where they do not supervise others but provide 
strategic leadership. 

Job Roles 
Job roles and titles vary across different industry sectors. Possible job titles relevant to this qualification 
include: 
• Area Manager 
• Department Manager 
• Regional Manager. 

 

Prerequisite requirements 
Candidates may enter the qualification through a number of entry points demonstrating potential to 
undertake vocational education and training at advanced diploma level, including: 
• after achieving a Diploma or other relevant qualification/s OR 
• providing evidence of competency in the majority of units required for the BSB51107 
Students must be over 18 years old at the time of enrolment.  
International students: IELTS 5.5 or equivalent  

Course Duration: 28 weeks including 4 weeks holidays 

 

Pathways from the qualification 
Direct line managers employment 
•  Manager or 
•  Articulation into Bachelor of Business – Management at University. 
 

Course Units: 
 
 

NTIS:   BSB60407 
CRICOS: 066613C  Advanced Diploma of Management  

BSBINN601A  Manage organisational change 

BSBMGT605B  Provide leadership across the organisation 

BSBMGT616A  Develop and implement strategic plans 

BSBFIM601A  Manage finances 

BSBMGT617A  Develop and implement a business plan 

BSBMKG609A  Develop a marketing plan 

BSBINM601A  Manage Knowledge and Information 

BSBRSK501A  Manage risk 
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Pre-enrolment Information for Overseas Students 
Enrolment Process 
Complete International student application 

form.Please attach to the application form a 
copy of your passport, IELTS results and any 

other required supporting evidence 

 Send your application form to the 
admissions office for processing 
email: wbcinfo@williams.edu.au  

 

  
 

Applicant signs the enrolment agreement 
and returns it to WBC 

 

 If you meet the entry requirements, 
WBC sends a letter of offer and an 

enrolment agreement, along with  an 
invoice 

 

 
  

Payment is made for the enrolment and 
materials fees and the first instalment of the 

tuition fee 

 Confirmation of Enrolment (CoE) is 
issued by WBC 

 

 
 

Student starts the course.  On the first day 
student attends college orientation 

 Applicant applies for a student visa 
 

 
The balance of the tuition fees must be paid on time according to your invoice.   If fees are not received on 
time, you will be restricted from attending class until fees are paid.    

Student Visa Requirements 
All students should be aware of the following student visa requirements: 
• you must be enrolled as a full-time student at all times  
• you must leave Australia when your studies are complete and/or when their visa expires  
• you must make satisfactory academic progress.  
• you must meet the costs of Overseas Student Health Cover to for the period of their enrolment.  
• you must provide WBC with their address in Australia and a local telephone number on which you are 

able to be contacted.  
• you cannot transfer to another institution within the first six (6) months of your arrival in Australia, or if 

your program is of less than six month’s duration, you  must remain at WBC for the duration of their 
program.  (The Department of Immigration and Citizenship may approve in exceptional circumstances a 
transfer which does not meet this rule).  

• you must ensure that any school-aged dependants accompanying you to Australia attend school.  
Students will be required to pay full school fees for dependants enrolled in either a government or non-
government school. Visit http://www.schools.nsw.edu.au/gotoschool/intnl_students/index.php for more 
information.  

• you must study a full-time course which is a minimum of 20 contact hours per week 
For more information about visa conditions visit www.immi.gov.au or www.studyinaustralia.gov.au

          Overseas Student Health Cover 
All international visitors to Australia under a student visa are required by law to have Overseas Student Health 
Cover (OSHC).  Students are required to pay for this cover prior to arriving in Australia. Students are covered 
by the OSHC from the day they arrive in Australia, until the end date of their visa.  
• On enrolment all international students must pay a fee for health insurance in accordance with the length 

of their course.  
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• WBC  forwards payment and application on behalf of new students to Australian Health Management 
(for policy information please see www.ahm.com.au/7323/OSHC 

• AHM can take up to 4 weeks to process applications and return student AHM Cards back to WBC. 
• If you have any health problems before receiving your card you are still covered.  When you go to the 

doctor and pay for your consultation, you must ask for a receipt.  AHM will reimburse your money 
provided you produce the receipt.  

Remember you are covered from the day you arrive Australia (even though you may not have your card).  

Accommodation and living expenses  
A single international student, in addition to accommodation costs, requires a minimum of about $18,000 per 
year (or about $350 per week) for living expenses. 

Accommodation options for students 

Homestay 
Our Homestay services provide an opportunity to stay with an Australian family and experience the Australian 
culture and lifestyle. If you need a homestay, you will need to complete homestay application form. We need 
at least 4 weeks before the arrival date to arrange homestay for you.  The minimum length of stay in 
homestay accommodation is four  weeks.  For details of homestay fees, please refer to our pricelist.  Fees for 
homestay accommodation include meals, laundry, your own room and a student desk  

Hostel  
Hostel accommodation is a popular option for international students, especially in the first months of their 
arrival. A small, furnished room is provided with access to a shared bathroom, laundry, lounge and 
recreational activities. Some hostels also provide computer access. It is recommended that students 
considering Hostel accommodation options look at two or three properties prior to making a decision. Many 
hostels are privately run and as such come under the Rooming House Act.  Please note, if the student signs a 
lease, they are covered by the Residential Tenancies Act. 

Apartment/Flat 
Apartment/flat rental varies greatly in cost and conditions. Before making long term arrangements, it is 
strongly advised that the student becomes familiar with the suburb or area. For purposes of bond payment 
and moving arrangements the student must be available to sign agreements. For this reason international 
students are advised to secure short term accommodation upon arrival so that flat and apartment hunting may 
be started after they have settled in and begun to seek out areas they would like to live in. 

ESOS Framework 
The following is from information provided by Australian Education International (AEI) (www.aei.gov.au) 
 
The Australian Government wants overseas students in Australia to have a safe, enjoyable and rewarding 
place to study. Australia’s laws promote quality education and consumer protection for overseas students. 
These laws are known as the ESOS framework and they include the Education Services for Overseas 
(ESOS) Act 2000 and the National Code 2007. 

 

Protection for overseas students 
As an overseas student on a student visa, you must study with an education provider and in a course that can 
be found on the Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS) at 
http://cricos.deewr.gov.au. CRICOS registration guarantees that the course and the education provider at 
which you study meet the high standards necessary for overseas students. 
Please check carefully that the details of your course − including its location − match the information on 
CRICOS. 

Your rights 
The ESOS framework protects your rights, including: 

• your right to receive, before enrolling, current and accurate information about the courses, fees, modes of 
study and other information from your provider and your provider’s agent.   If you are under 18, to ensure 
your safety, you will be granted a visa only if there are  arrangements in place for your accommodation, 
support and welfare. 
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• Your right to sign a written agreement with your provider before or as you pay fees, setting out the 
services to be provided, fees payable and information about refunds of course money.  You should keep 
a copy of your written agreement. 

• Your right to get the education you paid for. The ESOS framework includes consumer protection that will 
allow you to receive a refund or to be placed in another course if your provider is unable to teach your 
course. 

 
The ESOS framework sets out the standards Australian education providers offering education services to 
overseas students must obey. These standards cover a range of information you have a right to know and 
services that must be offered, including: 

• orientation and access to support services to help you study and adjust to life in Australia 

• who the contact officer or officers is for overseas students 

• if you can apply for course credit 

• when your enrolment can be deferred, suspended or cancelled 

• what your provider’s requirements are for satisfactory progress in the courses you study and what support 
is available if you are not progressing well 

• if attendance will be monitored for your course, and a complaints and appeals process. 
 

One of the standards does not allow another education provider to enrol a student who wants to transfer to 
another course, but has not completed six months of the final course of study you plan to undertake in 
Australia. If you want to transfer beforehand you need your provider’s permission. 
If you are under 18, to ensure your safety, you will be granted a visa only if there are arrangements in place 
for your accommodation, support and welfare. 

Your responsibilities 
As an overseas student on a student visa, you have responsibilities to: 

• satisfy your student visa conditions 

• maintain your Overseas Student Health Cover (OSHC) for the period of your stay 

• meet the terms of the written agreement with your education provider 

• inform your provider if you change your address 

• maintain satisfactory course progress 

• if attendance is recorded for your course, follow your provider’s attendance policy, and 

• if you are under 18, maintain your approved accommodation, support and general welfare 
arrangements. 

Contact details 
For information about Who to contact How 

Policies and procedures 
that affect you  

Student Services 
Officer 

1 James Place, North Sydney NSW 2060, 
Australia 
Phone: +612 9957 5588 
Web: www.williams.edu.au    

Your ESOS rights and 
responsibilities 

Department of 
Education, 
Employment and 
Workplace Relations 

ESOS Helpline: +61 2 6240 5069 
Website: www.aei.gov.au   
Email: esosmailbox@dewr.gov.au   

Your Visa matters 
Department of 
Immigration and 
Citizenship 

Website: www.immi.gov.au  
Phone 131 881 in Australia 
Contact the DIAC office in your country 
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Facilities 
At WBC, courses are designed to provide intensive training for career success in a professional learning 
environment that is both challenging and motivating.   Our classrooms are modern, well lit and insulated 
against outside noise or interference from other classes, air-conditioned and have windows.   
General facilities for students include: 

• student resource centre with a collection of useful texts, journals, magazines and newspapers 

• computer lab 

• care and counselling 

• social programs 

• help with accommodation 

• free internet access 

• student lounge 

• student lockers 
Classrooms are well equipped, with modern furniture, whiteboards and projection devices. 
For a virtual tour of our premises go to our website at www.williams.edu.au  

Deferral, Suspension or Cancellation of Enrolment Policy 
Under certain limited circumstances, a student’s enrolment may be deferred, suspended or cancelled.  A 
student’s enrolment can be deferred, suspended or cancelled by WBC, or by the student. Deferral means to 
delay the commencement of a course.  Suspension means the temporary postponement of enrolment during 
a course.  Cancellation means termination of enrolment in a course  

Deferral, suspension or cancellation by a student 
Students who wish to defer, suspend or cancel enrolment can apply to do so only if the course in which they 
were enrolled is unavailable, their visa is delayed or there are compassionate or compelling circumstances. 
Compassionate or compelling circumstances are usually beyond the control of the student and have an 
impact on the student’s course progress or the student’s well-being.  Compassionate or compelling 
circumstances include: 

• serious injury or illness, supported by a medical certificate which states that the student was or will be 
unable to attend classes bereavement of close family members such as parents or grandparents  

• major political upheaval or natural disaster in the home country, requiring emergency travel which has 
had an impact on the student’s studies 

• traumatic experiences such as the being a victim of, being involved in, or witnessing, a serious crime 

Effect of deferral, suspension or cancellation of enrolment on a student’s visa 
Deferral, suspension or cancellation of an enrolment is likely to have an effect on a student’s visa.  Students 
should contact the nearest DIAC office or refer to www.immi.gov.au for further information. All deferrals, 
suspensions and cancellations of enrolment are notified to DIAC via the PRISMS system and all 
documentation about the deferral, suspension or cancellation of a student is filed in the student’s file.  

Deferrals, suspensions or cancellations by WBC 

Deferral 
WBC may defer the commencement of a course if the course is not offered.  

Suspension 
WBC may suspend a student for misconduct, under circumstances where the student  

• has been in breach of an WBC rule  

• is in breach of enrolment conditions  

• is assessed as providing a threat to the well-being of other students or staff  
If  the  suspension of a student’s enrolment will result in the student being unable to complete the course 
within the course duration as specified on the CoE, the student must apply for a course extension using the 
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application for course extension.  The student will be advised to check with the nearest DIAC office for 
information about the impact of the extension of the course on the student’s visa. 

Cancellation 
WBC may cancel the enrolment of a student if the student: 

• is in breach of enrolment conditions  

• has been in breach of an WBC rule  

• is assessed by the Principal as providing a threat to the well-being of other students or staff  

• has being assessed as behaving in a way such as to constitute serious misconduct  

• fails to meet the requirements of the course progress policy  

• fails to pay tuition fees  

• fails to re-enrol  

Notice of intention to defer, suspend or cancel enrolment 
Where a cancellation is initiated by WBC, the student will receive a notice of intention to cancel enrolment. 
In each case, the notice will clearly identify that the student will be given 20 working days to access the 
WBC’s internal complaints and appeals process.   If an appeal is lodged, WBC will maintain the student's 
enrolment until the internal appeals process is complete.   WBC reserves the right to not provide learning 
opportunities during this process should it be deemed appropriate. 

 

1. Language Proficiency Requirements 
 

ENGLISH LANGUAGE  PROFICIENCY: IELTS 5.5 OR UPPER INTERMEDIATE 

Students who do not obtain the required language proficiency level may be denied entry to 
College until they have achieved the required English language levels. Williams can arrange 
for you to attend English classes with one of our partner English Colleges 

 
 

Our mission Statement is: 
To strive for excellence in business education, encouraging 
students to achieve their personal best; 
To provide personalised tuition through experienced, 
qualified and dedicated staff; 
To keep abreast of improvements and advances in 
technology, and offer programs relevant to current 
employment market standards 
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YOUR AG
 
Persona

MR   
Family Nam

Given Nam

Address of 

 .............

Postcode: ..

Country of c

Home Tel: (

Mobile:......

Email: .......

Citizenship:

Date of Birt

Place of Bir

Passport nu

Type of visa

Student 

Other ........
 
Educatio

Is English y

What is you

 Interme

Have you ta

If yes what 

 IELTS  

What is the

 Second

 Other   

V1.3 – December 
IINNTTEERRNNAATTIIOONNAALL  SSTTUUDDEENNTTSS  AAPPPPLLIICCAATTIIOONN  FFOORRMM
   
ENT ………………………………………………… 

l Details: 

MISS     MRS   OTHER .........................  
e: ............................................................................. 

e: .............................................................................. 

current residence: .................................................... 

.................................................................................. 

................................................................................. 

urrent residence: ..................................................... 

country code:          ) ................................................ 

.................................................................................. 

.................................................................................. 

................................................................................. 

h: .............................................................................. 

th: ............................................................................. 

mber: ....................................................................... 

: 

Visa       Tourist Visa     None yet           

.................................................................................. 

n Details: 

our first language?    No      Yes 

r English level?                  Beginner 

diate     Upper-Intermediate     Advanced          

ken an English test?     No      Yes 

was your score? ....................................................... 

 TOEFL     OTHER.........................................  

 highest level of Education you have?...................... 

ary School   College      University 

 Qualification: (eg Diploma)…………………………. 

  Certificate IV of Business 
       066611E      BSB40207    

 Diploma of Business Administration 
       066610F      BSB50407 

  Advanced Diploma of Management
       066612D  BSB60407 
 ) 
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 9 AUG 

 13 SEP 

 28 SEP 

 1 NOV 

20 DEC

 29 MARCH 

 12 APRIL 

 17 MAY 

 21 JUNE 
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INCLUDE: 
• Registration Fee $300  
• Health cover payment if required 
• Certified copies of English Test 

results,  
• Certified copies of all Certificates and 

Degrees eg Diplomas. 
• If you wish to claim an exemption for 

prior learning or for previous study 
please call for details of how to apply 
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V1
 
 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

Course Fees    
 

Qualification   CRICOS  Duration TUITION Fees
 
Certificate IV of Business     
                  BSB40207     066611E    28 weeks  $3,000 
 
Diploma of Business Administration     
                  BSB50407     066610F    28 weeks  $3,200 
 
  Advanced Diploma of Management     
                  BSB60407     066612D    28 weeks  $3,800 
 

Evening Timetable         Mon Tues Wed Friday    5pm – 10pm 
 

ENGLISH LANGUAGE  PROFICIENCY: IELTS 5.5 OR UPPER INTERMEDIATE

  
  
  
  
  
  
  
  
  
  

COMPULSORY OVERSEAS STUDENT HEALTH COVER 

  Please organize my health cover for 1 year  $374. 

 I will organize my own health cover 

        
Registration  Fee    $300 

  
  
 
 
 
 
 

  
  
  
  
  
  
  
  
  
  
  DDUURRAATTIIOONN  IINNCCLLUUDDEESS  TTEERRMM  BBRREEAAKKSS  

 

 
 
 

We accept payment by   cash,   cheque,   money order (made payable to 
Williams Business College),    EFTPOS,   direct deposit   
 
Credit Card Automatic Payments:  

Card Type:   Visa  MasterCard  

 
Amount  $..........................................................................  

Name on Card ...................................................................  

Expiry Date .......................................................................  

Signed ..............................................................................  
 

 

Note:  The amount you pay should match with the amount on your letter of offer.  The prices are subject to 
change without prior notice. To obtain the most up to date information on the courses available and associated 
costs please call the college or your representative. 

DIRECT DEPOSIT TO: 
ANZ BANK  
BSB: 012 361  
 
ACCOUNT NUMBER: 1997 
52057 
 
SWIFT ANZBAU3M 

Williams Business College Limited (ABN Number: 65 001 797 495) 
.3 – December 2009                                      Page 10 of 12                                                                        Updated by: MRS 



WILLIAMS BUSINESS COLLEGE 
 (CRICOS Provider Number: 00182M; National Provider: 90684) 

1 James Place, North Sydney NSW 2060 
Tel: + 61 2 9957 5588 - Fax: + 61 2 9957 5325 

 
 

2. Cancellation, Non – C
Students who have not started
refund in writing.  Applications

The Bursar 
Williams Business Colleg
1 James Place  
North Sydney NSW 2060 
Australia 
Cancellation fees apply even 

• 10% of tuition fee for no

• 30% of tuition fee for no

• 100% of tuition fee for n

The registration fee $300 and

If you enrol through an agent,
student is unable to commenc
confirm in writing to arrange 

Refunds will be made within fo

Exception 
If a student visa is rejected b
overseas student health co
fee and any other associated 

In accordance with the requir
independent third parties fo
protection laws.  Students ma

3. Cancellation after com
No fees will be refunded af
enrolled at William Business
applies regardless of the reas

• NO REFUND of fees will be
providers or study plans,  afte
student has enrolled at WBC;

• NO REFUND will be given 
requirement, is suspended an
another student or another ins

4. Exception 
In the unlikely event WBC is u
1) Tuition money paid and
2) The refund will be paid 

William
V1.3 – December 2009 
CANCELLATION AND REFUND POLICY
ommencement and Refunds 
 any course with WBC and wish to cancel their enrolment must apply for a 
 for refunds must be addressed to: 

e 

if a course is not commenced.  Cancellation fees are: 

tice more than 60 days from course start date = a 90% refund 

tice of between 15 and 59 days =  70% refund 

otice of less than 14 days – no refund 

 $200 Administration fee is non-refundable. 

 any refund that might be payable will be paid through that agent.  Where a 
e the course on time, the student (or agent) must contact the college and 
a new commencement date. 

ur weeks of receipt of written notification.  

y DIAC (Department Immigration and Citizenship) all paid tuition fees and 
ver fees will be refunded in full upon proof of visa rejection.  The enrolment 
government fees and charges are not refundable if visa is rejected. 

ements of National Code 43, WBC acknowledges students rights to involve 
r the resolution of disputes, including action under Australia’s consumer 
y also pursue other legal advice. 

mencement of any course 
ter the commencement of any one of the courses in which the student has 
 College, even if the student has prepaid the entire semester.  This policy 
on for the cancellation and includes,  but is not limited to  the following: 

 granted in the event of cancellation, withdrawal or a decision to change 
r the commencement of any one course or subsequent course in which the 
 

to any student who breaches their visa conditions or fails to meet course 
d or expelled for breaching WBC rules;  Tuition fees are not transferable to 
titution; 

nable to deliver your course in full: 
 where the course is not completed will be refunded; 
to you within 4 weeks of the day on which the course ceased being provided; 
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3) Alternatively,  you may be offered enrolment in a suitable alternative course by WBC at no extra cost 
to you; 

4) You have the right to choose whether you would prefer a refund of tuition fees,  or to accept a place 
in another course; 

5) If you choose placement in another course, we will ask you to sign a document to indicate you accept 
the placement  

6) If WBC is unable to provide a refund or place you in alternative course our Tuition Assurance Scheme 
(TAS) [ACPET TAS] will place you in a suitable alternative course at no extra tuition fee cost to you; 

7) Finally if ACPET TAS cannot place you in a suitable alternative course,  the ESOS Assurance Fund 
Manager will attempt to place you in a suitable alternative course; or 

  

5. Language Proficiency Requirements 

English language proficiency of IELTS 5.5 OR Upper Intermediate English and pass the Williams Business 
College English test before you begin your studies. 

 

Students who do not obtain the required language proficiency level may be denied entry to 
College until they have achieved the required English language levels. Williams can arrange 
for you to attend English classes with one of our partner English Colleges 

 
 

 

I have fully read and understood WBC’s terms and conditions including the refund and cancellation policy 
and I agree to abide by them:  

Name …………………………………………………………………………Place of Birth: ................................  

 

Signature of Student ................................................................................  Date:               /          /  

If fees are being paid by another person(s) or company:  
 

I  .................................................................................................................................................................  
(Name of person(s) / company paying fees – please print)  

declare that I have the financial capacity to meet Course fees and agree to pay these fees as they become 
due and I have read, fully understood and accept Williams Business College’s terms and conditions and I 
have signed having read the refund and course cancellation policy.                  

  

Home country contact details: Address______________________________________ 
 
Emergency Contact details: Please provide  the details of your next of kin for us to contact in case of emergency 

 

__________________________________________________________________________________________ 
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