
 

 

Ensure that you and your organisation have the edge with (a 

nationally recognised) volunteer program qualification. 

If you are involved with coordinating, arranging, organising, reviewing or assisting the work of volunteers then 

Volunteering Qld offers you the opportunity to earn a Nationally Recognised Training Qualification for your work 

through our… 

Certificate IV in Volunteer Program Coordination. 

                                                                                                   (Course Code: CHC42708) 

Gain this qualification to: 
 Contribute more effectively to your organisation’s objectives and sustainability. 

 Be better placed to manage your volunteer program and provide effective support to your volunteers. 

 Enhance your job satisfaction and employability. 
 

 
Why do this course?  
With so many forces impacting on our work at present, such as increasing regulations and standards; funding 
advantage; focus on accountability; OH&S and changing trends across society, including the demographic and 
motivational factors for volunteering, it is critical that we all understand and address the challenges we face in order to 
maximise the effectiveness of our volunteer programs. 
 

 
The process.  
If you can provide evidence of competence through relevant skills and experience and/or other qualifications, you may 
be eligible for Recognition of Prior Learning (RPL). We can also offer you flexible modes of study and assessment 
via workshop attendance or by self-paced and online support. Work-based learning and assessment is a feature of 
this course. 
 

 
Workshops Dates. 
 

Cluster  Dates Units covered 

Cluster A 11 & 12 July OR 
12 & 13 September 

Recruit and coordinate volunteers (core unit); Manage  
Volunteers (elective); Facilitate workbased learning (core unit). 

Cluster B 25 & 26 July OR 
26 & 27 September 

Work within a relevant legal and ethical framework (core unit); Maintain 
OHS processes (core unit). 

Cluster C 8 & 9 August OR 
10 & 11 October 

Use targeted communication skills to build relationships (core unit); 
Promote team effectiveness (core unit); Establish effective workplace 
relations (elective). 

Cluster E 22 & 23 August 
24 & 25 October 

Writing submissions and proposals (Secure Funding elective) 

 

Venue Volunteering Qld Training Room, Level 6, 333 Adelaide Street, Brisbane 
Time 9:00am-4:30pm  

 

 
Express your interest.  
To express your interest or for more information contact our Education team on (07) 3002 7600 or email 
education@volunteeringqld.org.au or visit the training section of our website www.volunteeringqld.org.au  
 

 

The Volunteer Managers Capacity Building Project 

is supported by the Queensland Government.  

 

mailto:education@volunteeringqld.org.au
http://www.volunteeringqld.org.au/


 

 

Ten units are required for the full qualification:  

 

Six Core Units  

 HLTOHS400A     Maintain OHS processes 
 BSBWOR402A  Promote team effectiveness 
 CHCCS400A  Work within a legal and ethical framework 
 CHCORG525C  Recruit and coordinate volunteers 
 TAADEL404B  Facilitate work-based learning 
 CHCCOM403A  Use targeted communication skills to build relationships 
 

4 Electives (** workshop or self paced:  *self paced only) 
Project Management Stream  

 **SITXHRM004A  Manage volunteers 
 **BSBFLM403B  Establish effective workplace relations 
 **BSBATSIW515A Secure funding 
 **BSBPMG510A  Manage projects 
   *BSBFLM405B  Implement operational plans 
   *CHCCS405A  Work effectively with culturally diverse clients/co-workers 
 

Or from the Governance Skill Set  

 **BSBRSK501A  Manage risk 
**CHCADMIN604A Manage finances, accounts, resources of an organisation  

   CHCMGT601A  Contribute to effective governance in the community sector 
 CHCORG605A  Maintain human resources in a community service organisation 
 

Entry requirements. 
The course is applicable to individuals who are seeking to develop management level knowledge, skills and attitudes. It's an 
opportunity to undertake professional development within their role as a coordinator/manager that involves volunteers. 
Learners will need to have access to a not-for-profit or all-volunteer-group workplace and a project/program area that they can 
use as the basis for their training and assessment. This is a pathway qualification for a range of management level 
qualifications across a range of industries that involve volunteers. 
 

Completion requirements. 
Learners will be issued with a Statement of Attainment for completion of individual units and receive a Certificate IV in Volunteer 
Program Coordination for completion of the full qualification. Assessment will be undertaken by Nationally Accredited Assessors and 
assessment will be expressed as either C (Competent) or NYC (Not Yet Competent). 
 
Learners will need to demonstrate their competency by supplying evidence against the performance criteria outlined in the 
units of competency. Learner guides with self-assessment checklists and assessment tasks/evidence portfolio requirements will be 
provided to each participant which outlines the evidence requirements. Learners will have the option of completing the assessment 
workbook or negotiating another form of assessment.   
 

Delivery options/costs. 
 

Delivery mode Student fee 
Workshop Attendance only – No assessment 

$  49.50 per unit                                $495.00 full course 
Attendance plus assessment 

$  89.00 per unit                                $890.00 full course 

Self-paced Includes assessment 

$  49.50 per unit                                $495.00 full course 

RPL $  49.50 per unit                                $495.00 full qualification 

Credit Transfer $  25.00 per unit 

 (Prices are GST Free)   
 

Fee Concessions do apply under certain circumstances.  
Students may choose one or a mix of the above options based on preference and eligibility.  
Fees are payable prior to commencement of the course. 


