STUDY HEALTH
ONLINE
Improve your skills quickly and your
prospects when applying for a new
job or promotion!
SHORT COURSES

Health and Community

Career Education from the University of New England

Study for your future

We are one of Australia’s most progressive Registered
Training Organisations with the backing of Australia’s
highest-rated online university.
We have grown to become a true leader in the field of
distance and online education over more than 30 years of
operation, with a genuine commitment to applied learning.
We are an established provider of choice in the health
and medical training sector, respected within the health
industry as exemplified by our 30+ year partnership
with the Australian Association of Practice Management
(AAPM).

Contemporary, innovative and flexible; UNE Partnerships
is here to help you and your organisation to develop the
capabilities required by a rapidly evolving global workplace!
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Industry insights
Employment outcomes within your industry
The health sector is Australia’s largest and fastest growing Industry and remains the biggest employer, with a
significant number of new jobs added over the past decade.

IMPROVED

FUTURE GROWTH

2

EMPLOYEES

2

work status

2

Medical Receptionists

in workforce

WORK
in regional Australia3

48,000
46,000

51.7%

31%

44,000
42,000

98%

40,000

2011

2%

2016

Industry relevant course material delivered by industry experts
We offer personalised service and quality teaching, with the backing of Australia’s leading regional online university,
the University of New England. Our courses and qualifications will help you to gain a competitive industry edge to
take on new challenges and to grow and succeed within your workplace.

1 https://australianjobs.dese.gov.au/jobs-industry/health-care-and-social-assistance
2 https://joboutlook.gov.au/occupations/medical-receptionists?occupationCode=542114
3 Data is sourced from Australian Jobs 2019, conducted by Australian Government Department of Jobs and Small Business
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Why study with us?
Our students and graduates benefit from 30+ years of experience delivering
high quality distance and online vocational education.
Our trainers and assessors are highly respected within their profession,
bringing genuine industry experience and expertise to your learning.
It’s no wonder our graduates have enjoyed some of the highest satisfaction
and completion rates in the country!

Guided support
Here at UNE Partnerships you will receive the support you need to help
balance your work, life and study.

Our student support team

Graduate satisfaction*

are passionate about your success and provide personal
assistance and regular support calls

Our trainers and assessors

Overall Satisfaction
Industry Average

91.8%
79.0%

Teaching Satisfaction
Industry Average

Assessment Satisfaction
Industry Average

95.1%
78.8%

will become your mentor, guiding you through your learning
and assessment journey

Our partnerships
mean that you can access 24/7 online tutorial support through
Studiosity.

93.9%
81.8%

* Based on 2019 Learner Engagement Survey data (UNEP) and 2019 National Student Outcome Survey data (NCVER)
for Diploma or higher level graduates.
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Fundamentals of Credible Communication
An introductory course providing practices and candidates with an insight into
the competencies and skills required for Credible Communication within a
practice environment. Learn to apply the principles of confidentiality, privacy
and security within a medial environment, implement customer service
standards and, deliver and monitor a service to customers.
Understanding the fundamentals of credible communication will help you
to understand confidentiality, privacy and security, implementing customer
service standards, and delivering and monitoring a service to customers within
the medical environment.

Fees upfront
• $1,350 AUD^

Duration
• up to 6 months*

Delivery mode
• Online learning.

^

Information is correct as at January 2021.

*

Students can complete this short course in a much shorter time depending on
experience, role, and/or current practices
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Fundamentals of Credible Communication
Learning outcomes

Graduate outcomes

Students upon successful completion of these three units of competency in this short
course will receive a Statement of Attainment.

On successful completion of this short course, you will have the
skills and knowledge to:

BSBMED305
Apply the principles of confidentiality, privacy and security within the medical environment
Learn the skills and knowledge required to apply principles and procedures relating to confidentiality,
privacy and security to own work within the medical environment.
This especially applies to those who are required to maintain confidentiality, privacy and security
under legislation, workplace policies and procedures in a medical environment and working within
accepted codes of conduct.
BSBCUS403
Implement customer service standards

•

work within accepted codes of conduct

•

follow confidentiality and privacy procedures

•

follow security procedures

•

contribute to quality customer service standards

•

implement customer service systems

•

implement team customer service standards

•

identify customer needs

•

deliver a service to customers

•

monitor and report on service delivery.

This unit is for those who may be frontline managers, team leaders or supervisors required to apply
the skills and knowledge to contribute to quality customer service standards within an organisation.
You will learn to ensure and contribute to quality customer service standards, implement customer
service systems and implement team customer service standards..
BSBCUS301
Deliver and monitor a service to customers
Learn the skills and knowledge required to identify customer needs, deliver and monitor customer
service, identify improvements and report on the provision of customer service delivery.
This applies to those who apply a broad range of competencies in various work context in the
workplace, such as exercising discretion and judgement using appropriate theoretical knowledge
of customer service to provide technical advice and support to customers over short or long term
interactions.

Future job outcomes
•

Practice Manager

•

HR Manager

•

Assistant Practice Manager

•

General Practitioner.

•

Business Manager
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Fundamentals of Medical Assisting
An introductory course providing practices and candidates with an insight into
the competencies and skills required to become a medical practice assistant
(MPA). The MPA is an emerging role within many practices, with a significant
part to play in both front of house and back of house settings.
Understanding the Fundamentals of Medical Assisting will help you as a
health worker to assist in handling medical specimens, facilitate a coordinated
approach to client care and maintain medication stocks, all the while working
directly or indirectly with a health professional.

Fees upfront
• $1,350 AUD^

Duration
• up to 6 months*

Delivery mode
• Online learning.

^

Information is correct as at January 2021.

*

Students can complete this short course in a much shorter time depending on
experience, role, and/or current practices
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Fundamentals of Medical Assisting
Learning outcomes
Students upon successful completion of these three units of competency in this short
course will receive a Statement of Attainment.
HLTHSP005
Handle medical specimens
As a health worker, learn the skills and knowledge required to handle specimens including
organising off-site testing and performing certain on-site tests. Please note the scope of this until
does not include any specimen collection.

•

follow up with clients

•

exchange information among providers

•

facilitate multi-disciplinary approach to client care

•

monitor medication stock levels

•

order stock

•

handle and store medication stocks

•

maintain medication documentation.

HLTADM003
Facilitate a coordinated approach to client care
For those who assist and work underneath the delegation of health professionals, learn the skills and
knowledge required to provide instructions and information to clients, pro-actively follow up clients
and liaise with other service providers to support a coordinated care approach.
HLTHPS003
Maintain medication stocks
Working under the direct or indirect supervision of a health professional, learn to apply the skills and
knowledge required to order, store and monitor medication stock levels and complete associated
documentation to meet regulatory requirements.

Graduate outcomes
On successful completion of this short course, you will have the skills and knowledge to:

Future job outcomes

•

follow standard procedures for handling specimens

•

organise off-site testing of specimens

•

Medical Receptionist

•

Business Manager

•

conduct on-site testing of specimens

•

Practice Manager

•

Senior Receptionist.

•

provide instruction and information to clients

•

Administration Assistant
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Fundamentals of Medical Communication
An introductory course providing practices and candidates with an insight into
the competencies and skills required for Medical Communication within a
practice environment. Learn to respond effectively to behaviours of concern,
interpret and apply medical terminology appropriate and, communicate and
work in health or community services.
Understanding the fundamentals of Medical Communication will help you
to effectively respond to behaviours of concern, interpret and apply medical
terminology appropriately, and communicate and work in health or community
services.

Fees upfront
• $1,350 AUD^

Duration
• up to 6 months*

Delivery mode
• Online learning.

^

Information is correct as at January 2021.

*

Students can complete this short course in a much shorter time depending on
experience, role, and/or current practices
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Fundamentals of Medical Communication
Learning outcomes
Students upon successful completion of these three units of competency in this short
course will receive a Statement of Attainment.
HLTHSP005
Handle medical specimens
Learn the skills and knowledge required to respond effectively to difficult and challenging behaviours
of people concerned and handle difficult incidents rather than managing ongoing behaviour
difficulties. Areas covered are identifying behaviour and plan response, apply response and report
and review incidents.
HLTADM003
Facilitate a coordinated approach to client care

•

report and review incidents

•

respond appropriately to instructions which contain medical terminology

•

carry out routine tasks using correct medical terminology

•

use appropriate medical terminology in oral and written communication

•

communicate effectively with people

•

collaborate with colleagues

•

address constraints to communication

•

report problems to supervisor

•

complete workplace correspondence and documentation

•

contribute to continuous improvement.

Interpret and apply medical terminology appropriately through understanding and learning to
respond to instructions containing medical terminology, carry out routine tasks and communicate
with a range of internal/external clients in a medical environment, as well as using appropriate
medical terminology orally and in written communication. Discretion and judgement using
appropriate knowledge to provide technical advice and supporting your team may be required.
HLTHPS003
Maintain medication stocks
Learn the skills and knowledge required to communicate effectively with clients, collaborate with
colleagues, management and other industry providers, and contribute to continuous improvement.
Communication may range from face-to-face, in writing or using digital media while working with
limited responsibility under direct or indirect supervision.

Graduate outcomes

Future job outcomes

On successful completion of this short course, you will have the skills and knowledge to:
•

identify behaviour and plan a response

•

Accounts Manager

•

Senior Receptionist

•

apply a response through appropriate strategies

•

Office Manager

•

Practice Manager.

•

HR Manager
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Fundamentals of Medical Reception
An introductory course providing practices and candidates with an insight
into the competencies and skills required for Medical Reception. Learn to
apply the principles of confidentiality, privacy and security within the medical
environment, maintain patient records and, prepare and process medical
accounts.
Understanding the Fundamentals of Medical Reception will help you to apply
the principles of confidentiality, privacy and security within the medical
environment, exercise discretion and judgement when maintaining patient
records and prepare and process medical accounts within your practice.

Fees upfront
• $1,350 AUD^

Duration
• up to 6 months*

Delivery mode
• Online learning.

^

Information is correct as at January 2021.

*

Students can complete this short course in a much shorter time depending on
experience, role, and/or current practices
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Fundamentals of Medical Reception
Learning outcomes

Graduate outcomes

Students upon successful completion of these three units of competency in
this short course will receive a Statement of Attainment.

On successful completion of this short course, you will have the skills and knowledge to:

BSBMED305
Apply the principles of confidentiality, privacy and security within the medical
environment
Learn the skills and knowledge required to work within accepted codes of conduct
and follow confidentiality, privacy and security provisions under the legislation, and
workplace policies and procedures in your medical environment.
BSBMED303
Maintain patient records
When maintaining patient records within your practice, you will be expected to
exercise discretion and judgement in assessing and maintaining these records while
fully respecting patient privacy and the confidentiality of their details.

•

work within accepted codes of conduct

•

follow confidentiality and privacy procedures

•

follow security procedures

•

identify and clarify own role and procedures for patient recordkeeping

•

access patient records

•

help maintain patient records

•

monitor and review own role

•

provide advice to patients about fee structure

•

process referrals to specialist practitioners

•

prepare medical accounts for bulk billed and private patients

•

process accounts.

In this unit you will learn the skills and knowledge required to maintain patient
records within an existing medical records management system, whilst under the
supervision of your senior receptionist or practice manager.
BSBMED302
Prepare and process medical accounts
Learn to provide advice to patients regarding fee structures and process referrals
to specialist practitioners, as well as prepare medical accounts for bulk billed and
private patients, and process medical accounts for a range of patients.

Future job outcomes

Discretion and judgement using appropriate knowledge to provide technical advice
and supporting your team in this area may be required.

•

Medical Receptionist

•

Accounts Manager

•

Practice Manager

•

Senior Receptionist.

•

HR Manager
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Fundamentals of Practice Management
The Fundamentals of Practice Management short course has been developed
in partnership with the Australian Association of Practice Management (AAPM)
and is suitable for all staff, GP’s, Nurses and Doctors within the medical
practice.
Participants will be equipped with checklists and tools to apply in their
practice, including a Practice Improvement Plan and Personal Development
Plan. All study materials are online and includes a 1/2 hour coaching session
that will support students to plan and implement their future.

Fees upfront
• $495 AUD^

Duration
• up to 12 hours*

Delivery mode
• Online learning.

^

Information is correct as at January 2021.

*

Students can complete this short course in a much shorter time depending on
experience, role, and/or current practices
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Fundamentals of Practice Management
Modules
Students upon successful completion of these four modules in this short course will
receive a Statement of Completion.
Module 1

•

Human Resource Management

Module 2

•

Business Operations

Module 3

•

Risk, Compliance and WHS

Module 4

•

Leading a Team for Practice Improvement

Industry Recognition
The Australian Association of Practice Management (AAPM)
•

Graduates are entitled to a 40% discount on their first year of membership with AAPM.*
(*Available up to 6 months after completion of this short course only).

•

20 AAPM Continuing Professional Development (CPD) points are recognised by AAPM upon
full completion of this short course.^ (^For more information on AAPM CPD points please
click here).
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Innovation and Quality in Practice
Learn the skills and knowledge required to successfully run a high-performing
medical practice. Empower yourself with the foundation skills and knowledge
of Practice Management, developing and using emotional intelligence and
incorporating digital solutions into plans and practice required to successfully
run a high-performing medical practice.

Fees upfront
• $1,350 AUD^

Duration
• up to 6 months*

Delivery mode
• Online learning.

^

Information is correct as at January 2021.

*

Students can complete this short course in a much shorter time depending on
experience, role, and/or current practices
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Innovation and Quality in Practice
Learning outcomes
Students upon successful completion of these three units in this short course will
receive a Statement of Completion.
Fundamentals of Practice Management
Improve and enhance your Practice Management skills with our informative short course (12 hrs
online). Our course is suitable for all staff, GP’s, Nurses and Doctors and for those who need to
be across the staff, the finance, systems and processes, policy and short, medium and long-term
planning for the practice.
Developed in partnership with the Australian Association of Practice Management (AAPM) there is
a strong focus on Human Resource Management, Business Operations, Risk, Compliance & WHS and
Leading a team for Practice Improvement.

processes and practices. This unit covers identifying trends in digital applications,
evaluating opportunities for new digital applications, implementing digital solutions
and evaluating solutions, while accessing technological expertise, and managing
the changes associated with new technology.

Graduate outcomes
On successful completion of this short course, you will have the skills and
knowledge to:
•

understand the role of a practice manager

•

perform a range of human resource functions

Participants will be equipped with checklists and tools to apply in their practice, including a Practice
Improvement Plan and Personal Development Plan. All study materials are online and includes a 1/2
hour coaching session will support students to plan and implement their future.

•

apply leadership skills

•

identify and understand the role of the practice manager in a range of
business operations

BSBLDR511
Develop and use emotional intelligence

•

recognise the importance of applying risk and compliance management
approaches and WHS

•

recognise the key factors in leading a team for practice improvement

•

identify the impact of own emotions on others in the workplace

•

recognise and address the emotional strengths and weaknesses of others

•

promote the development of emotional intelligence in others

•

identify customer needs

•

deliver a service to customers

•

monitor and report on service delivery.

Learning to develop and use emotional intelligence will help to increase self-awareness, selfmanagement, social awareness and relationship management in the context of the workplace.
In this unit you will learn to identify the impact of own emotions on others in the workplace,
recognising and appreciating the emotional strengths and weaknesses of others, promoting the
development of emotional intelligence in others and utilising emotional intelligence to maximise
team outcomes.
This applies to those who are required to identify, analyse, synthesis and act on information from
a range of sources and who deal with unpredictable problems as part of their job role, using their
initiative and judgement to organise the work of self and others and plan, evaluate and co-ordinate
the work of teams.
BSBMGT519
Incorporate Digital Solutions into Plans and Practices
Learn the skills, knowledge and outcomes required to implement digital solutions into organisation

Future Job outcomes
•

Practice Manager

•

HR Officer / Manager

•

Aspiring Practice Managers

•

Clerical Administration Staff.

•

Assistant Practice Managers
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Tender and Submission Writing
This FREE course has been developed in partnership with COORDINARE – South
Eastern NSW PHN.
UNE Partnerships and COORDINARE – South Eastern NSW PHN are pleased to
present this short series of webinars and practical tools to provide you with the
foundation skills and knowledge to write effective tenders and submissions on
behalf of your medical practice.
This program will provide you with specialist skills and knowledge to plan and
write clear and compelling tenders and submissions.

Fees upfront
• FREE

Duration
• up to 4 hours*

Delivery mode
• Online learning.

^

Information is correct as at January 2021.

*

Students can complete this short course in a much shorter time depending on
experience, role, and/or current practices
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Tender and Submission Writing
Modules
Students upon successful completion of these three modules in this short course will receive a Statement of Completion.

Module 1 – Writing Compelling Submissions
This module introduces submission writing as a specialised skill set, which combines complex writing skills with an appreciation for strategic marketing and project planning considerations.
Module 2 – What Funding Bodies Want
This module provides strategies to interpret and understand what funding bodies want to provide you with a strategic “edge” and to help you pursue the right opportunity at the right time.
Module 3 – Capacity and Credibility
Submission writing is made a lot easier when the business planning and strategies underpinning your practice success are documented and supported by evidence.
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Meet the team

Our team are Subject Matter Experts within their field with extensive industry experience and continuing professional development.

Cathy Baynie

Gary Smith

Margaret Kirby

Madeleine Muldoon

Michelle Blenman

Academic Director

Academic Director

Program Manager

Student Engagement Officer

Manager

Health Programs

Health Programs

Medical and Health

Medical and Health

Traineeships and Funding

Cathy has worked as a practice
manager and consultant in the
Australian healthcare sector for
over 30 years.

Gary has been a successful
practice manager in the Primary
healthcare space for over 36
years.

Margaret is an enthusiastic and
dedicated program manager with
over 35 years of experience in
the education and training sector.

Michelle has worked in the
education and healthcare sector
over the last 25 years.

Cathy has a background in
nursing and held the position
of National President for the
Australian Association of Practice
Management (AAPM) from 2017
to 2020.

Gary has held a number of
positions with the Australian
Association of Practice
Management (AAPM)including
National and NSW State
Presidents.

Margaret is passionate about
the power of education and
the importance of empowering
yourself through knowledge.

Madeleine has been part of the
student support team for over 3
years, coming from an
administration and practice
management background.

Gary holds a number of Board
positions in the Healthcare sector.

Madeleine believes that successful
students become successful
workers, and is dedicated to
ensuring this success.

Michelle’s role brings her in
contact with many students and
clients, who are greeted with her
bubbly personality ready to give
advice on the financial assistance
that is available through
government funding.
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my .unep
my.unep is our modern online learning environment.
my.unep makes it easy for you to access your learning materials any time
so you can study anywhere in the world.
Shortly after enrolment our friendly Student Engagement team will
provide an induction to help you find your way around my.unep to
facilitate a successful student learning journey.

Units
You will find everything you need to complete your studies
in my.unep

Introduction

•
•

Getting Started
Course Overview

Learning Resources

•
•
•

Readings
Activities
Resources

Assessment

•
•
•

Case Studies
Scenarios
Tools and Templates

Support Centre

•

24/7 Support.
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Minimum requirements to get started
If you’re reading this, you’re likely already committed to improving your skills, knowledge and capabilities. Every
day presents you and your team with an exciting opportunity to learn and develop the abilities needed to elevate
yourself and your business to new heights.

Compments

Policies and Procedures

To successfully complete an online course, you will need
ready access to an internet enabled computer with the
following configurations.

We are committed to the provision of exceptional quality
education and a great learning experience.
We encourage you to familiarise yourself with our policies
and procedures, which can be found on our website
www.unep.edu.au/students/policies
On this page you will also find our frequently asked
questions section that may help to answer some of your
questions.

Minimum Requirements for Students
Our courses are self-directed online programs which rely
heavily on text-based resources to support study.
All students will need:

•
•
•

moderate numeracy and English literacy skills
moderate computer skills
to be working in a job role which provides sufficient
opportunity to develop competency and to complete
required assessment tasks.

All of our courses are delivered through our modern online
learning environment.

•
•
•
•
•
•

Operating system (Mac OS 10.11 or later, Windows 7,
8.1 or 10)
Internet (speed adequate to watch videos on YouTube)
Microsoft office 2016 or higher OR other equivalent
office suite
Adobe Acrobat Reader
Modern internet browser
Headset with microphone, speakers and camera (for
webinars, recording audio assessments and/or Skype
discussions with your assessor).
20

Take the next step
in your career
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1800 066 128
ask@unep.edu.au
unep.edu.au

Connect with us on social media

UNE Partnerships Pty Ltd | ABN 74 003 099 125 | RTO 6754

