Financial Services Curriculum Framework 
Work Placement Preparation Checklist for Students

Certificate of Completion


This is to certify that ______________________________ has successfully completed a [insert, eg two-week] work placement with a simulated Financial Services firm (Tax and Accounting) at [insert eg Northern Sydney Institute, TAFE NSW], as part of the Higher School Certificate requirement of the Financial Services Curriculum Framework course.  

The work placement consists of a structured program that provides realistic workplace learning, integrating the four mandatory HSC content areas and their associated units of competency in the [insert eg Certificate III in Accounts Administration (FNS30311)] The program incorporates all the eight ‘Employability Skills in Financial Services’ in the FNS10 Financial Services Training Package through a mix of general workplace activities and financial services-specific activities, including tax-related work, through individual and team work. A summary of the activities in the program is enclosed with this certificate. 



Financial Services Curriculum Framework 
Work Placement Simulation 2013 

Program Summary
	1. Induction 
· General 
· Work health and safety

	2. General office work
· Reception duties (roster)
· Scanning, photocopying, laminating, binding (assigned)
· Miscellaneous office administration work (voluntary) 

	3. Client work
· Process client’s cash transactions on a computerised accounting  system (MYOB) – set up and cash transactions
· Attend to client’s request and queries such as GST, fees inquiries

	4. Team work
· Research on a tax topic (GST, PAYG, Income tax, Capital Gains tax, Fringe Benefit tax)
· Prepare for a presentation of the topic to all managers and colleagues
· Organise meetings, book rooms, agenda, minutes, manage team work issues

	5. Work and time management
· Plan and complete hourly work log everyday to show time was managed between client work, team work and general office work. 

	6. Performance appraisal 
· Attend a formal performance appraisal session

	7. Staff development training
(i) Communication
· Professional manner and dress standard
· Professional telephone skills
(ii) Computersied Accounting (MYOB)
· Set up data file and general ledger
· Process cash transactions 
· Bank Reconciliation
(iii) Spreadsheet (Excel)
· Basic formulas and application such as depreciation worksheets
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