FNS41815
CERTIFICATE IV
IN
FINANCIAL SERVICES
This qualification is designed to provide a flexible general purpose pathway
in the financial services industry. It is intended to meet the training needs of
employees with roles that involve working across a range of duties in the
financial services sector where a specialist qualification is not the most
suitable qualification to meet their training needs. Individuals in these roles
apply theoretical and technical knowledge and skills to work autonomously
and exercise judgement in completing routine and non-routine activities.
The job roles that this qualification is likely to address are:






Generalist financial services roles where a varied skill base is required
Retail financial services officer in a small branch or organisation
Retail or wholesale financial services administration staff
Leading/supervising a team
Performing duties of a first line supervisor

ENTRY REQUIREMENTS
There are no pre-requisites for entry into this qualification
OCCUPATIONAL NAMES

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




Personal assistant to Chief Financial Officer
Administration Assistant
Payroll Clerk

PATHWAY

This qualification would provide a pathway into any Diploma level
qualification in the Financial Services training package, based upon
the electives chosen.
SKILLS RECOGNITION
If you already have some training, work or life experience in management,
team leader role or coordinator, you may be eligible to have your existing
skills and knowledge recognised and apply for advanced standing for one or
more units. Processes for recognition include:
 Credit transfer
 Mutual recognition
 Recognition by assessment
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DELIVERY ARRANGEMENTS
The Certificate IV programs are typically delivered over a 12 month period
using a blend of on and off the job approaches. We combine group learning
sessions with self-directed reading, summative assessment projects and
research activities that combined we have allowed up to 480 hours for
Certificate IV level. The qualifications can be fast-tracked, depending on
current competencies of learner as well as their available time in completing
the requirements. For learners completing the qualification via traineeship
arrangements, we have set a minimum of 24 hours of face-to-face group
training sessions for Certificate IV, except in the case of e-learning or
distance arrangements. With face-to-face training the learners can learn
from each other while being guided by the experienced facilitator.

COURSE OUTCOMES
Gain the skills required to:
Accessing professional networks

Acting as a role model for others

Preparing and presenting routine and
complex

Taking to management, concerns with
own level of responsibility

Questioning, listening and clarifying
client's requirements

Working ethically and complying with all
industry codes of practice and
legislative requirements
Developing and maintaining
professional competency

Coordinating professional development
activities and seeking peer reviews
Refer matters to nominated person as
required
Receiving feedback on performance

Following workplace safety procedures

Seeking feedback on research findings
Collecting, comparing and contrasting
data in order to create reports

Using research data devices and
telecommunication devices and
equipment
Conducting web searches and using
corporate templates

Identifying and resolving
inconsistencies in data

Using business technology to access,
organise and monitor information

Continually reviewing and applying
emerging industry trends to product
and service knowledge

Applying learning to develop improved
practices

Researching alternative options for
clients' needs

Planning own work schedule and
monitoring and evaluating own work
performance

Pathways
The competencies in this Training Package may be attained in a number of ways
including through:





formal or informal education and training
experiences in the workplace
general life experience, and/or
any combination of the above.Assessment under this Training Package
leading to an AQF qualification or Statement of Attainment follow a learning
and assessment pathway, an assessment-only or recognition pathway, or a
combination of the two. Each of these assessment pathways leads to full
recognition of competencies held - the critical issue is that the candidate is
competent, not how the competency was acquired.

Usually, learning and assessment are integrated, with assessment evidence being
collected and feedback provided to the candidate at anytime throughout the learning
and assessment process. Learning and assessment pathways include structured
programs in a variety of contexts using a range of strategies to meet different learner
needs. Structured learning and assessment programs could be group-based, workbased, project-based, self-paced, action learning-based; conducted by distance or elearning; and/or involve practice and experience in the workplace. We offer flexibility
with this qualification.
The pathways for each of these strategies are as follows.
RPL: If you have skills and experience to meet all the competencies of any unit/s,
and can demonstrate/document that competency, then you may apply for RPL
(recognise prior learning). Please contact our office for more details of this
assessment-only process and an application form. Learners should allow 105 hours
to complete the qualification in this format, however, this is assuming that they are
able to provide sufficient and current evidence.
Group sessions: There may be a number of people in your organisation that can
come together for a series of training sessions in your workplace, or an agreed
alternate location. We have a 12 session ideal structure however the amount of time
face-to-face can be discussed and agreed depending on the current competencies of
the participants and viability of them coming together. This involves a combination of
summative and formative assessments that include research, written tasks and
demonstration activities.
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Flexible: It may not be possible or preferential to co-ordinate face-to-face sessions
so we can also assist you through the qualification via post, email and phone
support. Learners should allow up to 350 hours regardless.
Blended Approach: You may prefer a combination of face-to-face sessions
supported by email support and telephone conferencing. We can structure a
program by incorporating all of these options.

Course Structure
To complete this qualification, there are 13 units that must be achieved; 1 core unit
and 12 elective units.
8 elective units must be selected from the elective units listed below; a minimum of
6 of these units must be FNS coded units. The remaining 4 elective units may be
selected from the electives units listed below, any endorsed Training Package or
accredited course at Certificate IV or Diploma level. 2 of these elective units may
be chosen at Certificate III level.
Elective units must be relevant to work outcome, local industry requirements and the
qualification level.

.
Core Unit
FNSINC401

Elective Units
FNSASIC301
FNSASIC302
FNSACC402
FNSACC405
FNSBKG404
FNSBKG405
FNSBNK401
FNSCUS401
FNSCUS402
FNSFMK505
FNSINC402
FNSORG401
FNSINC501
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FNSPIM410
FNSRSK401
FNSSAM401
FNSSAM402
FNSSAM403
FNSCRD403
FNSCRD404
FNSCRD405
BSBADM405
BSBCMM401
BSBCOM405
BSBCUS401
BSBCUS402
BSBCUS403
BSBINM401
BSBITS401
BSBITU402

Apply principles of professional practice to work in
the financial services industry

Establish client relationship and analyse needs**
Develop, present and negotiate client solutions**
Prepare operational budgets
Maintain inventory records
Carry out business activity and instalment activity
statement
Establish and maintain a payroll system
Coordinate a small business customer portfolio
Participate in negotiations
Resolve disputes
Comply with financial services legislation and
industry codes of practise
Develop and maintain in-depth knowledge of
products and services used by an organisation or
sector
Conduct individual work within a compliance
framework
Conduct product research to support
recommendations
Collect, assess and use information
Implement risk management strategies
Sell financial products and services
Implement a sales plan
Prospect for new clients
Manage and recover bad and doubtful debts
Utilise the legal process to recover outstanding debt
Manage overdue customer accounts
Organise meetings
Make a presentation
Promote compliance with legislation
Coordinate implementation of customer service
strategies
Address customer needs
Implement customer service standards
Implement workplace information system
Maintain business technology
Develop and use complex spreadsheets

Elective Units
BSBLEG413
BSBLEG415
BSBMGT401
BSBMGT403
BSBMGT405
BSBWHS201

Identify and apply the legal framework
Apply the principles of contract law
Show leadership in the workplace
Implement continuous improvement
Provide personal leadership
Contribute to health and safety of self and others
Contribute to WHS hazard identification, risk
assessment and risk control
Apply project quality management techniques
Apply project cost management techniques
Apply project risk-management techniques
Survey Stakeholders to gather and record
information
Build client relationships and business networks
Analyse and present research information
Lead effective workplace relationships
Lead team effectiveness
Identify risk and apply risk management processes
Manage a small team
Work effectively with others
Use business technology
Develop work priorities
Plan, organise and facilitate learning in the
workplace
Mentor in the workplace

BSBWHS404
BSBPMG411
BSBPMG412
BSBPMG415
BSBCUE405
BSBREL402
BSBRES401
BSBLDR402
BSBLDR403
BSBRSK401
BSBSMB407
BSBWOR203
BSBWOR204
BSBWOR404
TAEDEL402A
TAEDEL404A
** ASIC Units

Learning Outcomes
Here is a selection of units below.

Core Unit:
FNSINC401

Apply principles of professional practice to work in the
financial services industry

1.

Identify the scope, sectors and responsibilities of the industry

2.

Identify & apply financial services industry guidelines, procedures & legislation

3.

Identify sustainability issues for the financial services industry

4.

Manage information

5.

Participate in and facilitate work team activities

6.

Plan work to be completed taking into consideration time, resources and other
constraints

7.

Develop and maintain personal competency

Elective Units:

FNSASIC301

Establish client relationships and analyse
needs

1.

Establish relationship with client

2.

Identify client' objectives, needs and financial situation

3.

Analyse client's objectives, needs, financial situation and risk profile

FNSASIC302

Develop, present and negotiate client
solutions

1.

Develop appropriate strategies and solutions

2.

Present appropriate strategies and solutions to client

3.

Negotiate financial plan, policy or transaction with client

4.

Coordinate implementation of agreed plan, policy or transaction

5.

Complete and maintain necessary documentation

6.

Provide ongoing service where requested by client
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FNSACC402

Prepare operational budgets

1.

Prepare the budget

2.

Set the budget timeframe

3.

Document the budget

FNSACC405

Maintain inventory records

1.

Process inventory purchase

2.

Record inventory flows

3.

Reconcile inventory records to general ledgers

4.

Prepare inventory schedules and ad hoc reports

FNSBKG404

Carry out business activity and instalment
activity statement

1.

Identify individual compliance and other requirements

2.

Recognise and apply GST implications and code transactions

3.

Report on payroll activities

4.

Report on other amounts withheld, Pay as you Go (PAYG) instalments and
taxes

5.

Complete and reconcile the Activity Statement

6.

Lodge Activity Statement

FNSBKG405

Establish and maintain a payroll system

1. Record payroll data
2. Payroll preparation
3. Handle payroll enquiries
4. Maintain payroll

FNSBNK401

Coordinate a small business customer portfolio

1.

Manage relationships with small business customers

2.

Provide service to a portfolio of small business customers

3.

Provide high level and tailored small business banking solutions and service

FNSCUS401

Participate in negotiations

1. Plan the negotiation
2. Evaluate and report outcomes
3. Conduct the negotiation
4. Finalise the negotiation

FNSCUS402

Resolve disputes

1. Establish that a dispute exists
2. Investigate the dispute and determine the action to be taken
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FNSFMK505

Comply with financial services legislation and
industry codes of practice

1. Identify and apply organisational requirements of legal principles and
regulatory obligations
2. Identify changes and implications of laws, regulations, rules and circulars
3. Comply with any relevant industry or professional codes
4. Maintain statutory records

FNSINC402

Develop and maintain in-depth knowledge of
products and services used by an organization
or sector

1. Identify the products and services the organisation uses
2. Identify compliance implications of product
3. Determine the appropriate users for products and services
4. Maintain product knowledge

FNSORG401

Conduct individual work within a compliance
framework

1. Identify individual compliance requirements
2. Interpret individual compliance requirements
3. Develop or respond to procedures to ensure individual compliance
4. Identify and adapt to changes in individual compliance requirements

FNSINC501

Conduct product research to support
recommendations

1. Interpret available information and conduct research
2. Analyse and review research findings and activities
3. Document research and distribute to relevant parties

FNSPIM410

Collect, assess and use information

1. Clarify the requirements for information
2. Collect and organise information
3. Analyse and draw conclusions, if necessary
4. Present information in appropriate format

FNSRSK401

Implement risk management strategies

1. Identify application of risk management strategies to job role
2. Apply risk management strategies
3. Identify and propose changes to improve risk management strategies

FNSSAM401

Sell financial products and services

1. Identify the nature of the enquiry
2. Determine the suitability of the customer for the financial product or service
3. Provide customer with information about the product or service
4. Confirm sale and process documentation

FNSSAM402

Implement a sales plan

1. Implement promotional strategy
2. Prepare distribution channels
3. Monitor and review sales plan implementation

FNSCRD403

Manage and recover bad and doubtful debts

1. Implement an appropriate course of action to recover outstanding debt
2. Monitor and review effectiveness of recovery action
4. Assess account to determine eligibility for write-off

FNSCRD404 Utilise the legal process to recover outstanding debts
1. Determine appropriateness of legal recovery
2. Instigate legal process
3. Implement actions arising from legal process
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