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CERTIFICATE IN BUSINESS ADMINISTRATION & MANAGEMENT 
INCORPORATING CUSTOMER SERVICE  
 

NQF Level 4, 155 Credits 
DHET/DoL Reg No.: 23Q230075281504 

THIS PROGRAMME 

This programme lays the foundation for the development of 
management qualifications across various sectors and 
industries.  

It specifically develops management competencies required by 
Participants in any occupation and introduces key terms, rules, 
concepts, principles and practices of management that will 
enable Participants to be informed managers in any 
occupation. It has also been developed to enable managers or 
prospective managers to access higher education and provide 
flexible access to life-long learning.  

The scope of management covers four domains: leadership, 
self-management, people management and management 
practices. This qualification addresses each of these domains 
with generic competencies, thereby enabling learning 
programmes to be contextualised for specific sectors and 
industries providing opportunities for people to transfer 
between various specialisations within business management. 
This will therefore enable management competencies to be 
strengthened to better manage systems, processes, resources, 
self, teams and individuals in various occupations.  

This programme is intended to empower Participants to acquire 
knowledge, skills, attitudes and values required to operate 
confidently as individuals in the South African community and 
to respond to the challenges of the economic environment and 
changing world of work.  

Ultimately, this qualification is aimed at improving the 
productivity and efficiency of managers within all occupations 
in South Africa. 

This qualification is intended for junior managers of small 
organisations, junior managers of business units in medium and 
large organisations, or those aspiring to these positions. Junior 
managers include team leaders, supervisors, foremen and 
section heads. This qualification is also useful to people who 
provide support functions and administrative duties in a 
business environment. It is the foundation from which all other 
management qualifications develop. 

The focus of this qualification has been designed to enable 
Participants to be competent in a range of knowledge, skills, 
attitudes and values pertaining to any business environment 
but with a specific focus on driving sales and customer service. 
The qualifying Participants will be capable of: 

• Gathering and analysing information; 
• Analysing events that impact on a business and its 

competitive environment; 
• Complying with organisational standards; 
• Motivating an individual or team; 
• Negotiating in a work situation; 
• Understanding the role of business strategy as it applies to 

junior management; 
• Managing the budget within a specific area of 

responsibility; 
• Applying management principles and practices within a 

specific area of responsibility; 
• Managing work unit performance to achieve goals; 
• Behaving ethically and promoting ethical behaviour in a 

work situation; and 

Participants who achieve this qualification will be able to 
demonstrate competencies in management relating to 
Planning, Organising, Leading, Controlling and Ethics.  

Overall, this qualification will ensure that Participants will be 
able to:  

• Develop plans to achieve defined objectives; 
• Organise resources in accordance with a developed plan; 
• Lead a team to work co-operatively to achieve objectives; 
• Monitor performance to ensure compliance to a plan; and 
• Make decisions based on a code of ethics. 

This qualification can be achieved wholly or in part through 
recognition of prior learning in terms of the defined Exit Level 
Outcomes and/or individual Unit Standards. 

All such evidence will be judged in accordance with the general 
principles of assessment and the requirements for integrated 
assessment incorporating practical engagement in the 
workplace. 

 

PURPOSE 

THE FETC IN GENERIC MANAGEMENT: GENERAL MANAGEMENT 
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ENTRY CRITERIA 

LEARNING ASSUMED TO BE IN PLACE   
 
It is assumed that the learner accessing this qualification is 
competent in:  
 
• Communication at NQF Level 3. 
• Mathematical Literacy at NQF Level 3 
• Computer Literacy at NQF Level 3. 

 
Access to the Qualification:  
 
Access to the qualification is open keeping in mind the learning 
assumed to be in place.  
  

QUALIFICATION RULES 

The Qualification consists of a Fundamental, a Core and an 
Elective Component. To be awarded the Qualification, 
Participants are required to obtain a minimum of 150 credits as 
detailed below.  
 
Fundamental Component:  
The Fundamental Component consists of Unit Standards in:  
• Mathematical Literacy at NQF Level 4 to the value of 16 

credits. 
• Communication at NQF Level 4 in a First South African 

Language to the value of 20 credits. 
• Communication in a Second South African Language at NQF 

Level 3 to the value of 20 credits.  

It is compulsory therefore for Participants to do Communication 
in two different South African languages, one at NQF Level 4 
and the other at NQF Level 3.  
 
All Unit Standards in the Fundamental Component are 
compulsory.  
 
Core Component:  
The Core Component consists of Unit Standards to the value of 
72 credits all of which are compulsory.  
 
Elective Component:  
The Elective Component consists of Unit Standards in a number 
of specializations each with its own set of Unit Standards. 
Participants are to choose a specialization area and Elective 
Unit Standards at least to the value of 22 credits. 
 

OUTCOMES 

EXIT LEVEL OUTCOMES   
 
1. Planning  

Develop plans to achieve defined objectives.  
2. Organising  

Organise resources in accordance with developed plan.  
3. Leading  

Lead a team to work co-operatively to achieve objectives.  
4. Controlling  

Monitor performance to ensure compliance to a 
developed plan.  

5. Ethics  
Make decisions based on a code of ethics.  

 
Critical Cross-Field Outcomes:  
 
• The learner will be expected to demonstrate the ability to:  
• Identify and solve problems and make responsible ethical 

decisions within own limit of authority. 
• Work effectively with others as a member of a team, 

group, organisation or community to achieve work unit 
objectives. 

• Organise and manage oneself and one's activities 
responsibly and effectively to plan, lead, organise and 
control towards achievement of work unit objectives. 

• Collect, organise and critically evaluate information in 
order to measure performance. 

• Communicate effectively using visual, mathematics and 
language skills in the modes of oral and/or written 
presentations to lead a team. 

• The learner will be required to demonstrate an 
understanding of the world as a set of related systems by 
aligning work unit objectives to organisational strategy. 

• Be culturally and aesthetically sensitive across a range of 
social contexts in managing and interacting with diverse 
people in the workplace. 

• Use science and technology effectively in researching, 
recommending and implementing management solutions, 
showing responsibility towards the environment and 
health of others.    
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SAQA 
USID 

# TYPE COURSE NAME UNIT STANDARD TITLE CREDITS 

MODULE 1  PERSONAL DYNAMICS 

119462 1 Fundamental Interpersonal Skills Engage in sustained oral/signed communication and evaluate spoken/signed texts  7 
119472 2 Fundamental Presentation Skills Accommodate audience and context needs in oral/signed communication 5 
242816 3 Core Meeting Engagement Conduct a structured meeting + Plan and prepare meeting communications  10 
    

MODULE 2  INTRODUCTION TO MANAGEMENT PRINCIPLES 

11473 4 Elective Self-Management Manage individual and team performance (LP 74630) 8 
242821  5 Core Organisational Standards Identify responsibilities of a team leader in ensuring that organisational standards are met  6 
242822  6 Core Strategic Thinking Employ a systematic approach to achieving objectives  10 
    

MODULE 3  EFFECTIVE BUSINESS COMMUNICATION 

119467 7 Fundamental Business Communication Use language and communication in occupational learning programmes 5 

119465 8 Fundamental 

Business Writing & Proposal Development 

Write/present/sign texts for a range of communicative contexts  5 

119459 9 Fundamental Write/present/sign for a wide range of contexts  5 

119457 10 Fundamental Interpret and use information from texts 5 

119469 11 Fundamental Read/view, analyse and respond to a variety of texts 5 

12153 12 Fundamental Use the writing process to compose texts required in the business environment 5 

12153     
MODULE 4  BUSINESS ETHICS AND TIME MANAGEMENT 

242815 13 Core Business Ethics 
Time Management 

Apply the organisation's code of conduct in a work environment 5 
242811 14 Core Prioritise time and work for self and team  5 
    

MODULE 5  CUSTOMER SERVICE  

242829 15 Core 
Customer Service 

Monitor the level of service to a range of customers  5 
118028 16 Elective Supervise customer service standards 8 
242817 17 Core Problem Solving Solve problems, make decisions and implement solutions 8 
    

MODULE 6  BUILDING HIGH PERFORMANCE TEAMS 

242824  18 Core Leadership Dynamics Apply leadership concepts in a work context 12 
242819 19 Core 

Team Management 
Motivate and build a team 10 

242812 20 Elective Induct a member into a team (LP 74630) 4 
    

MODULE 7  BUDGETING & FINANCIAL MANAGEMENT 

9015 21 Fundamental Personal Finance 
Apply knowledge of statistics and probability to critically interrogate and effectively communicate findings on life related 
problems  

6 

9016 22 Fundamental 
Business Mathematics 

Represent analyse and calculate shape and motion in 2-and 3-dimensional space in different contexts 4 

7468 23 Fundamental Use mathematics to investigate and monitor the financial aspects of personal, business, national and international 
issues  

6 

242810 24 Core Financial Management Manage expenditure against a budget 6 

    TOTAL CREDITS 155 
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DURATION 

12 Months: 
• Workshop Attendance (Face-to-Face Tuition) 
• Workplace Assessment / Assignment Submissions 
 

METHODOLOGY 

Our approach to training is a face-to-face highly participative 
and interactive session(s) held in a group setting that 
encourages discussion and healthy debate in a safe 
environment, facilitated by subject experts who are trained and 
experienced professionals. Questionnaires, role-plays, videos 
and exercises complement the in-depth study material. 
 
All inputs are complemented with intensive skills practice and 
assignments focused on transferring skills to the workplace. 
Workshops will be complemented by access to selected 
eLearning courses, where required and if necessary to 
emphasise theoretical content through simulations, video and 
audio material. 

CERTIFICATION 

On successful completion of all required components of the 
Certificate in Business Administration & Management 
Programme, participants will receive a Certificate of 
Competence as per the SAQA Registered Qualification with 
Qual. ID 57712 and Learning Programme ID 58344 awarding 
162 Credits. 

VENUE 

Training sessions will be conducted at the client’s choice of 
venue or at our fully equipped training facility located in 
Centurion. 
 
Please note that venue and catering expenses may incur an 
additional fee. 

SUPPORT 

Participants will receive ongoing support from a dedicated 
Programme Administrator and Programme Director. 
Facilitators, Assessors and Moderators will provide further 
guidance on all matters of assessment throughout the learning 
period via face-to-face interaction, telephonic and online 
mediums. 

ASSESSMENT 

A thorough Assessment and Moderation phase will ensure that 
Participants are involved, motivated and committed to achieve 
the complete Certification and all applicable credits of the 
Programme. 
 
Integrated assessments will work on a 6-week cycle per learning 
block with full guidance provided throughout the process. 
 
Participants will also be advised on an appeals process should 
they wish to pursue this avenue for any discrepancy on 
assessment results. 

www.BusinessSchool.edu.za 

The Business School of South Africa is an accredited training 
provider registered with the Services SETA - Decision No. 1956. 

 

The Business School of South Africa (Pty) Ltd 
1st Floor, Lake Buena Vista 
121 Gordon Hood Avenue 

Centurion 
GAUTENG 

0157 
 

Tel. +27 (0) 12 030 0351 
E-Mail. info@bschool.edu.za 

Website. http://www.businessschool.edu.za  
 


