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HLTAID003 Provide First Aid  (Level II Senior First Aid) 
This unit of competency describes the skills and knowledge required to pro-
vide first aid response, life support, management of casualty(s), the incident 
and other first aiders, until the arrival of medical or other assistance. These 
skills and knowledge may be applied in a range of situations, including commu-
nity and workplace settings.  Current first aid knowledge and skills in line with 
ARC Guidelines and guidelines of Australian national peak clinical bodies and 
State / Territory legislation and regulations. 

Study Mode: Flexible delivery ,No pre-requisites 

HLTAID002 Provide Basic Emergency Life Support (BELS) 
This unit of competency describes the skills and knowledge required to recog-
nise and respond to life-threatening emergencies in line with the Australian 
Resuscitation Council (ARC) Guidelines.  This unit applies to all workers who 
may be required to provide an emergency response in a range of situations, 
include community and workplace settings. 

HLTAID001 Provide Cardiopulmonary Resuscitation   
Performing Cardiopulmonary Resuscitation (CPR) can help save a life, often the 
life of a family member or someone you know. We recommend that every per-
sonal learn this life saving skill This unit of competency describes the skills and 
knowledge required to, perform CPR in line with the Australian Resuscitation 
Council (ARC) Guidelines. 

HLTWHS005 Conduct Manual Tasks Safely 
Manual handling is the biggest cause of workplace injury in  Victoria. Last year, 
more than 10,000 people were injured as a result  of unsafe manual handling.   
This unit is concerned with the workers ability to carry out their work in a safe 
manner within the health care environment.  Work will usually be performed 
within a prescribed range of functions involving known routines and proce-
dures.  

Childcare— 22282VIC Asthma  and 22099VIC Anaphylaxis 
This course is a skill set combination course designed for child care workers 
that hold a current First Aid certificate. 

These units describes the skills and knowledge required to provide first aid re-
sponse, life support, management of casualty(s), the incident and other first 
aiders, until the arrival of medical or other assistance and provide advance 
training in the use of auto injectors for the treatment of anaphylaxis and the 
advance treatments associated with Asthma. 

Study Mode: Flexible delivery, No pre-requisites 

These courses are delivered in partnership and under the auspices of Allens 
Training Pty Ltd RTO 90909  
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Introduction to Computers                                                
Using Windows 8.1 and Microsoft Office 2013 

This course is designed as an introductory computer course for absolute be-
ginners.  Gain confidence in using a computer, learn “the basics” of the com-
puter to communicate with friends, family and business associates. It includes 
an optional crash course component for students who have never picked up a 
mouse before. By the end of the course, students should have gained enough 
confidence with computers to undergo a Certificate I in Information, Digital 
Media and Technology course. 

Study Mode: Classroom based.   
Pathway: Certificate I in Information, Digital and Media Technology 

ICA10115 Certificate I Information, Digital  
and Media Technology  
This course is for students who want to improve on their basic computer skills. 
You will learn how to use a personal computer, use the Internet to send and 
retrieve information, and use Microsoft Word. This qualification provides the 
skills and knowledge for an individual to function at a basic level of ICT compe-
tency in the contemporary information society. It will enable a person to un-
dertake basic ICT functions using a personal computer and to engage in funda-
mental online activities. Its objective is to enable people to acquire basic ICT 
knowledge and skills at a fundamental or foundation level. 

Study Mode: Classroom based.   
Pre-requisites: Intel®Easy Steps preferred but not essential. 

BUSINESS 
BSB20115 Certificate II in Business 
This qualification reflects the role of individuals who perform a range of mainly 
routine tasks using limited practical skills and fundamental operational 
knowledge in a defined context, working under direct supervision. Job Roles 
may include: Administration Assistant, Clerical Worker, Data Entry Operator, 
Information Officer or Receptionist. 

Study Mode: Flexible delivery (online with trainer support) No pre-requisites 

Pathways: Certificate III in Business Administration 

BSB30415 Certificate III in Business Administration 
This qualification reflects the role of individuals who apply a broad range of 
administrative competencies in varied work contexts, using some discretion 
and judgement. They may provide technical advice and support to a team.  
Work may include Office Administrator, Accounts Payable/Receivable, Recep-
tionist or Data Entry Operator. 

Study Mode: Flexible delivery (online with trainer support) 
Pre requisites: BSB20112 Certificate II in Business or other relevant qualifica-
tion/s OR with vocational experience . 
Pathways: Certificate IV in Business Administration. 
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HOSPITALITY 
 

Welcome to Hospitality 
The course is designed to provide beginner skills in Hospitality, including key 
employability skills, customer services and self-development. It is designed to 
assist entry level individuals with the first step into further training in the hos-
pitality field or basic employment within hospitality industry.  

Study Mode: Classroom based 

Pre-requisites: Nil 

Pathways: Certificate III in Hospitality or Commercial Cookery 

SIT30713 Certificate III in Hospitality 
This qualification provides the skills and knowledge for an individual to be 
competent in skilled operations in hospitality settings, such as restaurants, ho-
tels, motels, clubs, pubs, cafes and coffee shops. Individuals may have some 
responsibility for others and provide technical advice and support to a team. 
The qualification is suitable for an Australian apprenticeship pathway. 

Study Mode: Flexible delivery (with work placement) No pre-requisites 

Pathways: Employment in the hospitality industry may include  bar attendant, 
barista, waiter, wine waiter, front desk receptionist, housekeeper or gaming 
attendant. 

SIT30813 Certificate III in Commercial Cookery 
This qualification reflects the role of commercial cooks who use a wide range 
of cookery skills. They use discretion and judgement and have a sound 
knowledge of kitchen operations. They work with some independence and un-
der limited supervision and may provide operational advice and support to 
team members.  The qualification provides a pathway to work in a Study 
Mode: Flexible delivery (with work placement) 

No pre-requisites.  Pathways: Employment in organisations such as restau-
rants, hotels, catering operations, clubs, pubs cafes, cafeterias, coffee shops 
and institutions such as aged care facilities, hospitals, prisons and schools. Can 
be studied as an apprenticeship. 

SITHFAB201 Provide Responsible Service of Alcohol 
This unit describes the performance outcomes, skills and knowledge required 
to responsibly sell or serve alcohol and to satisfy the requirements for respon-
sible sale and service of alcohol (RSA) under state or territory legislation - VIC  

Study Mode: Flexible delivery, No pre-requisites 
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SITXFSA101 Use Hygiene Practices for Food Safety 
This unit describes the performance outcomes, skills and knowledge required to 
use personal hygiene practices to prevent contamination of food that might 
cause food-borne illnesses. It requires the ability to follow procedures and to 
identify and control food hazards. 

Study Mode: Flexible delivery , No pre-requisites 

SITXFSA101 Use hygienic practices for food safety 

SITXFSA201 Participate in Safe Food Handling Practices  
This unit describes the performance outcomes, skills and knowledge required to 
handle food safely during the storage, preparation, display, service and disposal 
of food.  

It requires the ability to follow procedures as outlined in a food safety program. 

Study Mode: Flexible delivery, No pre-requisites 

COMMUNITY SERVICES 

 

COMMUNITY SERVICES—Skills Review 
This course is designed to provide basic skills in Community Services, including 
key employability skills, working with others and self-development. It is de-
signed to assist entry level individuals with first step into further training in the 
Community Services field. 

Study Mode: Classroom based 

Pre-requisites: Nil 

Pathways: Certificate II Community Services, Certificate III Individual Support 

 

Police check and Work Placement is mandatory for successful  
completion of the following courses.  

CHC22015  Certificate II in Community Services  
This course aims to provide you with the first step to obtaining a qualification. 
Through theoretical and practical training this course will provide an introduc-
tion to a variety of community services qualifications, including aged care, disa-
bility work, youth work and children’s services 

Study Mode: Class room based 

Pre-requisites: No pre-requisites 

Pathways: Certificate III Individual support, HACC, Children's’ Services 
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CHC33015 - Certificate III in Individual Support (Ageing or 
Disability or HACC) 
This qualification reflects the role of workers in the community and/or residential 
setting who follow an individualised plan to provide person-centred support to 
people who may require support due to ageing, disability or some other reason. 
Work involves using discretion and judgement in relation to individual support as 
well as taking responsibility for own outputs. Workers have a range of factual, 
technical and procedural knowledge, as well as some theoretical knowledge of 
the concepts and practices required to provide person-centred support. To 
achieve this qualification, the candidate must have completed at least 120 hours 
of work as detailed in the Assessment Requirements of the units of competency. 

Study Mode: Class room based or Traineeship 

Pre-requisites: No pre-requisites 

Pathways: Certificate IV Ageing Support or Disability, or further study 

CHC43115  Certificate IV in Disability                                                      
This qualification reflects the role of workers in a range of community settings 
and clients’ homes, who provide training and support in a manner that empow-
ers people with disabilities to achieve greater levels of independence, self-
reliance, community participation and wellbeing. Workers promote a person-
centred approach, work without direct supervision and may be required to su-
pervise and/or coordinate a small team. To achieve this qualification, the candi-
date must have completed at least 120 hours of work as detailed in the Assess-
ment Requirements of the units of competency. 

Study Mode: Classroom & flexible delivery—only for those employed in the field  

Pre-requisites: No pre-requisites 

Pathways: Diploma of Community Services or other 

CHC43015 - Certificate IV in Ageing Support  

This qualification reflects the role of support workers who complete specialised 
tasks and functions in aged services; either in residential, home or community 
based environments. Workers will take responsibility for their own outputs with-
in defined organisation guidelines and maintain quality service delivery through 
the development, facilitation and review of individualised service planning and 
delivery. Workers may be required to demonstrate leadership and have limited 
responsibility for the organisation and the quantity and quality of outputs of oth-
ers within limited parameters. To achieve this qualification, the candidate must 
have completed at least 120 hours of work as detailed in the Assessment Re-
quirements of the units of competency. 

Study Mode: Flexible delivery, for participants already working in the field 

Pre-requisites:  Certificate III Individual Support, or other Certificate III or equiva-
lent level study 

Pathways: Diploma of Community Services or other  
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HAIR AND BEAUTY 

SIH20111 Certificate II in Hairdressing   
- PIVOT Point Resources. 
Nationally accredited, the Certificate II in Hairdressing will introduce you to the 
principles of hairstyling through a fun, hands-on program. Learn skills in hair 
colour, blow drying and braiding techniques, while learning important customer 
service skills.  Study with a supportive trainer with heaps of industry experience 
in working salon facilities. This Certificate II can also  be delivered as a train-
eeship. 

Study Mode: Flexible delivery ,No pre-requisites 

Pathways: Apprenticeship, Certificate III in Hairdressing 

 

SIH30111 Certificate III in Hairdressing  
- PIVOT Point Resources. 
Get hands-on learning preferred by industry in this nationally accredited Certifi-
cate III in Hairdressing.  Learn the principal skills you need to work in the hair-
dressing industry including colour, cutting and long hair design, chemical curling 
and straightening, and understand hair and scalp science. Let Murray ACE show 
you how study with a fun team, creating styles and practice your salon tech-
niques in a supportive environment. Train with qualified, industry experienced 
staff in our modern working salon, set up to perfect your customer service skills. 
Complement this training during work placement with local industry profession-
als. The course is also available as an Apprenticeship. 

Study Mode: Flexible delivery (workplace based) No pre-requisites 

Pathways: Employment or self employment, Certificate IV in Hairdressing Cer-

tificate IV in Beauty, Certificate IV in Business. 

 

Certificate II Nail Technology  
This qualification is designed to reflect the role of persons who perform a pre-
scribed range of functions, involving known routines and procedures and with 
some accountability for the quality of outcomes. IF you are interested in nails 
and like  interacting with customers this course is for you.  You will learn how to 
provide manicure and pedicure services, apply acrylic or gel nail enhancement 
and explore the creativity of nail art. NOTE—This course is only available until 
end of 2016. 
Study Mode: Flexible delivery, No pre-requisites 

Pathways: Apprenticeship, Certificate III in Beauty Services 

 
 

 

H
A

IR
 A

N
D

 B
EA

U
TY

 



SHB30115 - Certificate III in Beauty Services 
This qualification reflects the role of individuals employed as beauticians to pro-
vide a range of beauty services including nail, waxing, lash and brow, and basic 
make-up services. These individuals possess a range of well-developed technical 
and customer service skills where discretion and judgement is required and are 
responsible for their own outputs. This includes client consultation on beauty 
products and services. Work is typically conducted in beauty, waxing, brow and 
nail salons. 

Study Mode: Classroom delivery  

Pathways: Apprenticeship, Certificate III in Beauty Services 

 

LITERACY / NUMERACY 

22236VIC Certificate I in General Education for Adults 
This certificate was developed to address the education and training needed of 
adults who left school early and need to improve their literacy, basic math’s and 
general education skills. 

NRS Level 3 (National Reporting System) 

Study Mode: Self paced, class room based   Pre-requisites: Nil 

Pathways: Certificate II in General Education for Adults,  Certificate II courses.  

 

22237VIC Certificate II in General Education for Adults 
This certificate was developed to address the education and training needed of 
adults who left school early and need to improve their literacy, basic math’s and 
general education skills. NRS Level 4 (National Reporting System) 

Study Mode: Self paced, class room based 
Pre-requisites: Certificate I in General Education for Adults (Introductory) 

Pathways: Certificate III in General Education for Adults, Certificate III courses.  

 

22238VIC Certificate III in General Education for Adults 
This certificate was developed to address the education and training needed of 
adults who left school early and need to improve their literacy, basic math’s and 
general education skills.  NRS Level 5 (National Reporting System)  

Study Mode: Self paced, class room based 
Pre-requisites: Certificate II in General Education for Adults  

Pathways: Further Study, Certificate III or IV Courses, or Employment. 
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PRE ACCREDITED COURSES 
Introduction to Computers 

This course is designed as an introductory computer course for absolute begin-
ners.  Gain confidence in using a computer, learn “the basics” of the computer 
to communicate with friends, family and business associates. It includes an op-
tional crash course component for students who have never picked up a mouse 
before. By the end of the course, students should have gained enough confi-
dence with computers to undergo a Certificate I in Information, Digital Media 
and Technology course. 

Study Mode: Class room based 

Pre-requisites: No pre-requisites 

Pathways: Certificate I Information, Digital and Media Technology  

 

Careers, Goals and Pathways                                     
Join our program today and kick start your career! 
Leaving home? Going to work for the first time but don’t know what you want 
to do? 

Returning to work after a long break? If you answered YES to any of these then 
this course is for YOU! 

This course is designed to address the issue that many students face; not having 
a clear career path or direction.  The program will assist students to develop a 
personal profile and to identify the career path they are best suited for based 
on their interests and basic skills.  Suited to school leavers or mature adults 
planning to return to the workforce or in need of a change of direction. Team 
building and communication skills are also included to help you work with oth-
ers. 
Study Mode: Class room based 

Pre-requisites: No pre-requisites 

Pathways: General Education courses, Certificate II& III courses 

 

Digital Photography for Beginners with Greg Cruickshank 
Digital cameras can be great fun but they can also be very confusing to new us-
ers.  In this course you will learn how to use your camera more effectively and 
to take better photos. Once you have your photos learn how to use a basic pho-
to editing program on the computer to enhance your images including adding 
or removing parts (or people). BYO Camera  

Study Mode: Class room based 

Pre-requisites: No pre-requisites 

Pathways: Certificate I in Visual Arts or similar study 
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PRE ACCREDITED COURSES continued 

Reckon Accounts—Quickbooks for Beginners 
This course is designed for those who may have already obtained administra-
tion and computer skills and who need to add accounting software skills 
(Quickbooks) to enable them to apply for positions that are advertised.  It may 
assist learners already in the workplace who need to up skill to move to a new 
position. 

Study Mode: Classroom based 

Pre-requisites: No pre-requisites 

Pathways: Certificate I Information, Digital and Media Tech-

nology, or further study at Certificate II or III level 

 

Reckon Payroll for Beginners 
This course is designed for people who wish to understand and use the Payroll 
Centre of QuickBooks to process a small business payroll. 

The skills and knowledge acquired in are sufficient to be able to use and oper-
ate the software to setup payroll items, employee details, employee remuner-
ation details, process pays and produce the necessary reports to meet ATO 
obligations. 

Pre-requisites: Reckon Accounts – Quickbooks for Beginners 

Study Mode: Classroom based 

Pathways: Certificate I Information, Digital and Media Tech-

nology, or further study at Certificate II or III level 

DELIVERY IN KERANG 
Introduction to Computers 

This course is designed as an introductory computer course for absolute begin-
ners.  Gain confidence in using a computer, learn “the basics” of the computer 
to communicate with friends, family and business associates. It includes an 
optional crash course component for students who have never picked up a 
mouse before. By the end of the course, students should have gained enough 
confidence with computers to undergo a Certificate I in Information, Digital 
Media and Technology course. 

Study Mode: Class room based 

Pre-requisites: No pre-requisites 

Pathways: Certificate I Information, Digital and Media Tech-

nology  
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CHC33015 - Certificate III in Individual Support (Ageing or 
Disability or HACC) 
This qualification reflects the role of workers in the community and/or residential 
setting who follow an individualised plan to provide person-centred support to 
people who may require support due to ageing, disability or some other reason. 
Work involves using discretion and judgement in relation to individual support as 
well as taking responsibility for own outputs. Workers have a range of factual, 
technical and procedural knowledge, as well as some theoretical knowledge of 
the concepts and practices required to provide person-centred support. To 
achieve this qualification, the candidate must have completed at least 120 hours 
of work as detailed in the Assessment Requirements of the units of competency. 

Study Mode: Class room based or Traineeship 

Pre-requisites: No pre-requisites 

Pathways: Certificate IV Ageing Support or Disability, or further study 
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Careers, Goals and Pathways                                     
Join our program today and kick start your career! 
Leaving home? Going to work for the first time but don’t know what you want to 
do? 

Returning to work after a long break? If you answered YES to any of these then 
this course is for YOU! 

This course is designed to address the issue that many students face; not having a 
clear career path or direction.  The program will assist students to develop a per-
sonal profile and to identify the career path they are best suited for based on 
their interests and basic skills.  Suited to school leavers or mature adults planning 
to return to the workforce or in need of a change of direction. Team building and 
communication skills are also included to help you work with others. 
Study Mode: Class room based 

Pre-requisites: No pre-requisites 

Pathways: General Education courses, Certificate II& III courses 

 



Murray ACE Swan Hill Inc. 

429 Campbell St, Swan Hill   

03 5032 3719  

Email: learn@macesh.vic.edu.au     www.macesh.vic.edu.au    www.facebook.com/murray.ace 

Murray ACE Hair and Beauty 

Murray ACE is offering hairdressing service  
for willing models at a reduced rate. 

Phone: 5032 3719 

Services will be available on  

Tuesdays, Wednesdays & Thursday 9am to 3pm  
by appointment ONLY 


