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BSBCMM211 Apply communication skills 

Modification History 

Release  Comments  

Release 1 This version first released with BSB Business Services 

Training Package Version 7.0. 

 
 

Application 

This unit describes the skills and knowledge required to apply basic communication skills in 

the workplace, including identifying, gathering and conveying information along with 

completing assigned written information. 

The unit applies to individuals working under direct supervision, who are developing basic 

skills and knowledge of workplace communication in preparation for working in a broad 

range of settings. 

No licensing, legislative or certification requirements apply to this unit at the time of 

publication. 

Unit Sector 

Social Competence – Verbal Communication 

Elements and Performance Criteria 

ELEMENT PERFORMANCE CRITERIA 

Elements describe the 

essential outcomes. 

Performance criteria describe the performance needed to 

demonstrate achievement of the element. 

1. Identify 

communication 

requirements 

1.1 Identify work task  

1.2 Identify communication channels in the organisation  

1.3 Identify relevant stakeholders  

1.4 Seek advice from supervisor on communication methods 

2. Communicate using 

verbal and non-verbal 

communication skills 

2.1 Plan verbal communication  

2.2 Use verbal communication to communicate with stakeholders 

2.3 Use non-verbal behaviour to communicate with stakeholders  

2.4 Seek and respond to feedback on communication  

3. Draft written 

communications 

3.1 Identify formats for written information according to 

organisational policies and procedures 
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ELEMENT PERFORMANCE CRITERIA 

3.2 Draft written information and submit to supervisor for approval  

3.3 Seek and respond to feedback on written communication 

 
 

Foundation Skills 

This section describes language, literacy, numeracy and employment skills incorporated in 

the performance criteria that are required for competent performance. 

SKILL DESCRIPTION 

Learning  Develops skills required to carry out own role by seeking and acting on 

feedback 

Reading  Reviews textual information to identify communication requirements 

and organisational procedures 

Writing  Drafts simple texts using appropriate grammar, spelling and punctuation 

in accordance with organisational standards 

 Proofreads own texts for accuracy and compliance with organisational 

requirements 

Teamwork  Seeks to cooperate with others to achieve results in immediate work 

context 

Self-management  Follows clearly defined instructions, seeking assistance when necessary 

 Follows organisational policies and procedures and practices relevant to 

own role 

Technology  Uses digital tools to complete tasks 

Initiative and 

enterprise 

 Asks questions and listens to gain information and confirm 

understanding 

 
 

Unit Mapping Information 

No equivalent unit. Supersedes but is not equivalent to: 

 BSBCMM101 Apply basic communication skills 

 BSBCMM201 Communicate in the workplace. 
 

Links 

Companion Volume Implementation Guide is found on VETNet - 

https://vetnet.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10 

https://vetnet.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
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