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Confused about career options?  

Since 1982 thousands of students have forged a career the Passmores Way! We are different and our education 

processes are unique. We educate our students for success in life and their career. Our graduates are employed not 

only locally and in Sydney, but also interstate and across the globe in a variety of different fields… proof of our formula 

for success. 

So if you’re not sure what career path suits you, or you know what you want to do, but don’t know how to get there, 

let us guide you on the right track with a FREE Career Guidance Meeting. Refer to selection criteria on our website. 

It’s your life, your career and your future.  

Today, skills are not enough to ensure success. Confidence, excellent presentation, good communication and ethical 

and positive attitude are all necessary requisites. 

7ÈÙ Ȭ4ÈÅ 0ÁÓÓÍÏÒÅÓ 7ÁÙȭȩ 

¶ Personally tailored payment options  (conditions apply) 

¶ High level of one-on-one tutor support and career guidance  

¶ Outstanding graduate employment rate for over 30 years 

¶ Not-for-profit structure so students’ interests come first  

¶ College recruitment division assists in job-seeking 

¶ Potential University pathways (conditions apply) 

¶ Professional development training incorporated 

¶ Qualified trainers and practical experience  

¶ Small class sizes  
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Why Choose Newcastle? 

¶ If you are not already lucky enough to live in the Hunter wouldn’t you like to 

move to Newcastle to study? Need a safe and comfortable place to study 

and call home? Want to be close to what Newcastle has to offer? 

¶ Being only a two hour drive from Sydney or three and a half hours from 

Tamworth, you will find Newcastle a modern city boasting a rich heritage 

and stunning coastline. Newcastle’s beaches are all within 5km of the city 

centre where the college is located. 

¶ As Australia’s seventh largest city, Newcastle offers all the benefits and 

amenities of a large city but with all the friendliness of a regional town. With 

easily accessible transport, there are many reasons why Newcastle offers a 

great lifestyle to start your future. 
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BSB50215 

Diploma of Business 
Nationally recognised and meets Australian Qualification 

Framework (AQF) Standards. 

 

 

VET Student Loans (VSL) and Centrelink approved (conditions 

apply) 
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Why study the BSB50215 Diploma of Business? 

Business managers have a challenging future ahead of them. In our current economic environment, successful business management is 

needed for organisations to gain a competitive edge in the marketplace. 

What will I learn? 

At Passmores you’ll learn more than just the theory. You’ll learn to think strategically and solve business problems through hands-on 

experience. Our BSB50215 Diploma of Business, which is modified periodically to keep pace with industry, currently includes the 

following units of competency*: 

BSBADM502 Manage Meetings 

BSBADM504 Plan and implement administrative systems 

BSBADM506 Manage business document design and development  

BSBWRT401 Write complex documents  

BSBHRM506 Manage recruitment, selection and induction processes 

BSBMKG510 Plan e-marketing communications 

BSBWHS501  Ensure a safe workplace 

BSBWOR501 Manage personal work priorities  

*Units of competency subject to change at the discretion of management  

Start your career! 

Our graduates are highly sought after. Upon completion of the BSB50215 Diploma of Business, possible job titles relevant to this 

qualification include: 

    Manager        Personal Assistant 

    Program Coordinator       Business Development Manager 

    Administration Coordinator      Business Owner 

    Executive Support 

RTO Code: 40847 

BSB50215 Diploma of Business  
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Option 1: Applicants may choose to enrol in BSB50215 Diploma of Business only and exclude 

the specialisation course 

Option 2: Applicants may choose to enrol in the BSB50215 Diploma of Business and include 

one of the four specialisation courses 

Note: this offer only applies provided management is of the opinion that the resultant additional 

work content would enhance and not impair the performance of any student of the BSB50215 

Diploma of Business. 

Option 3: Choose one of the specialisation courses as a stand-alone course. However 

Centrelink will not apply.  

 

Graduate employment record:  

All four of our specialisation courses have been designed by Passmores College Academic 

Management based on information supplied by employers to satisfy their training requirements. 

These work-ready courses have been the platform by which graduates have obtained full-time 

employment or university pathways for over 30 years. 

Work-ready 

Specialisation Courses 
Applicants are offered a choice of one of 

four non-accredited courses. 
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Marketing & Communications  

Why Study Marketing & 

Communications? 

Connect with people and deliver real value. Enjoy a 

career where no day is ever the same and where 

you are challenged and rewarded. The industry is 

exciting, bold and ever changing. You can have an 

opinion, be heard and create real value for all those 

around you.  

What will I learn?  

Marketing and communications is a cutting edge 

industry. You will learn in theory and practice all you 

need to thrive, including:  

¶ Integrated Marketing Communication 

¶ Consumer behaviour  

¶ Brand management  

¶ Strategic marketing  

¶ Media and Society 

¶ Public relations 

¶ Advertising  

Start Your Career!  

Upon completion of the Marketing & 

Communications Specialisation Course, possible job 

titles relevant to this course include: 

¶ Advertising Coordinator or Manager 

¶ Marketing Coordinator or Manager  

¶ Event Coordinator or Manager  

¶ Sales Coordinator or Manager 

¶ Media Liaison 

¶ PR officer  

Subjects studied within the course 

also include:  

¶ Information Technology 

¶ Office Management  

¶ Event Management  

Plus 4 weeks practicum placement (work 

experience)  
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Hospitality & Tourism  

Why study Hospitality & Tourism? 

Love tourism or travel? Do you have a passion for the 

hospitality and hotel management industry? With a 

career in hospitality/ tourism you could have the 

opportunity to travel the globe and visit exotic places if 

you choose an international career. Hospitality and 

Tourism is a diverse industry with so much to offer. A 

great flexible career for a people person who  is happy 

to go above and beyond to benefit others.  

What will I learn?  

From the practicality of a silver service luncheon to the 

technical details of managing a hotel, you will learn in 

theory and in practice all you need to thrive in the 

industry, including:  

¶ Professional and cultural experiences 

¶ Hospitality services 

¶ Hotel management  

¶ Customer service 

¶ Hotel operations 

¶ Travel processes  

¶ Tourism  

Start Your Career!  

Upon completion of the Hospitality & Tourism 

Specialisation Course, possible job titles relevant to this 

course include: 

¶ International and Domestic hotel positions  

¶ Air hostess 

¶ Hotel management trainee or assistant 

¶ Resorts and Theme Park positions  

¶ Trainee Event Manager or assistant   

Subjects studied within the course also 

include:  

¶ Information Technology 

¶ Office Management  

¶ Event Management  

Plus 4 weeks practicum placement (work experience)  
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Start Your Career!  

Upon completion of the Professional Administration 

Specialisation Course, possible job titles relevant to 

this course include: 

¶ Personal Assistant 

¶ Legal secretary  

¶ Receptionist 

¶ Law clerk 

Subjects studied within the course 

also include:  

¶ Information Technology 

¶ Office Management  

¶ Event Management  

Plus 4 weeks practicum placement (work 

experience)  

Professional Administration  - Majoring in Legal   

Why study Professional Administration? 

Professional Administration is very diverse and can lead you 

into many industries. If you are passionate about being a 

personal assistant, legal secretary or working within the 

legal sector generally, this is the course for you. 

What will I learn? 

With a major in legal, this Specialisation course covers 

criminal law to conveyancing and everything in between, 

you will learn the ins and outs of legal practice from the 

Legal Secretarial Handbook, published by the NSW Law 

Society. This includes: 

¶ Correspondence and documents 

¶ Mortgages, Caveats and Leases 

¶ Motor Vehicle Accident Claims  

¶ Conveyancing and settlement 

¶ Buying and Selling property 

¶ Commercial practice 

¶ Legal case studies 

¶ Wills and probate 

¶ Family Law 

¶ Legal Aid 

¶ Litigation 
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Start Your Career!  

Upon completion of the Real Estate Specialisation 

Course, possible job titles relevant to this course 

include: 

¶ Administration assistant or receptionist 

¶ Property Manager 

¶ Sales Coordinator 

¶ Real Estate Agent  

¶ Sales Assistant   

Subjects studied within the course 

also include:  

¶ Information Technology 

¶ Office Management  

¶ Event Management  

Plus 4 weeks practicum placement (work 

experience)  

Real Estate  

Why study Real Estate? 

Want a professional career without being stuck 

behind a desk all day? If so, then Real Estate may 

well be for you. Offering flexibility and freedom, a 

career in real estate is busy and exciting. 

What will I learn? 

You will learn from a qualified real estate agent that 

has had over a decade of industry experience in 

residential, commercial and industrial sectors. 

Subject areas covered include: 

¶ Real estate practice and marketing 

¶ Mortgages, Caveats and Leases  

¶ Conveyancing and settlement  

¶ Buying and selling property  

¶ Property management  

¶ Sales management  

¶ Negotiation 

¶ Legislation  
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Additional content 
incorporated in all 

Specialisation 

Courses  

(non-accredited) 
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Office Management & Professional Development   

Whatever career you choose, business administration kills are invaluable. The ability to organise, multitask and run an office 

is essential. This training will provide students with the skills needed to thrive in the business environment  

What will I learn?  

¶ Computer and information operations 

¶ Deportment and grooming  

¶ General office operations  

¶ Customer service skills  

¶ Telephone techniques 

¶ Office administration 

¶ Office management  

¶ Professionalism 

Start your career! 

Upon the completion of the Office Management & Professional Development Specialisation Course possible job titles 

relevant to this content include: 

¶ Administration Manager 

¶ Business Administrator 

¶ Administration Officer 

¶ Personal Assistant 

¶ Office Manager 

¶ Office Clerk 
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Start Your Career!  

Upon completion of the Event Management 

Specialisation Course, possible job titles relevant to 

this course include: 

¶ Meeting and Conference Manager 

¶ Functions Coordinator 

¶ Sponsorship Manager 

¶ Functions Manager 

¶ Event Manager 

¶ Event Planner 

Event Management   

Why Study Event Management?  

Event managers need to learn the art of 

multitasking. To ensure every event they organise is 

a success they need to be able to manage people, 

arrange outsourcing, develop concepts, negotiate 

budgets and ‘pull it together’ to execute the event. 

These skills are invaluable in Event Management 

and in business generally, which is why Event 

Management Is a component of every course. 

What will I learn? 

You will learn first-hand how to execute and 

manage an event. With teacher support, you and 

your event management team will run an event to 

raise funds for charity. From planning to 

implementation and post event analysis you will 

learn all you need to know to be a successful Event 

Manager.   
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Start Your Career!  

Upon completion of the Information Technology 

Specialisation Course, possible job titles relevant to 

this course include: 

¶ Administration manager 

¶ Business Administrator 

¶ Personal Assistant 

¶ Office Manager 

¶ Clerk  

 Students may also have the opportunity to gain free 

of charge additional non-accredited work-ready 

qualifications through the Commercial Education 

Society of Australia as Passmores is an official 

examination centre. 

 

Information Technology  

Why study Information 

Technology?  

Whatever career you choose, computer skills are 

vital. The ability to navigate Microsoft Office 

applications in order to run an office is essential. 

Our information technology course will give you the 

skills you need to thrive in any work environment. 

What will I learn? 

¶ Keyspeed and accuracy 

¶ Proofreading essentials 

¶ Microsoft PowerPoint  

¶ Microsoft Excel 

¶ Microsoft Word 
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One of the key distinctives of our learning program is the inclusion of a compulsory Practicum 

(work experience) component in the curriculum. Please note, this only applies to Specialisation 

Courses. Practicum runs for four weeks once the theory-based content of the course is 

completed. 

The program allows students to experience a real workplace and workplace culture. It also 

provides a valuable opportunity to apply new knowledge, skills and attitudes gained at college 

into practice for employers to see. Students are encouraged to choose placement in the industry 

that they have a passion for. They need to find placement where they see themselves working 

once their studies are completed. This may include Real Estate Agencies, Law Firms, Hotels, 

Marketing Firms, Event Management companies, Radio and Television stations, Accounting Firms 

and many more.  

Whilst it is the students own responsibility to secure practicum placement, the practicum 

coordinator will provide students with support required to secure the right placement that aligns 

with their future career goals.  

Another benefit of Practicum is that many of our students find ongoing employment with their 

provider once the program is finalised. In the past up to 65% of Passmores students are 

employed as a result of their Practicum experience and the remainder employed after 

graduation. 

Practicum is a fabulous opportunity to immerse yourself in the business world and a great way to 

establish a foundation for your future aspirations and career achievements.  

Practicum – Your Doorway t o Employment!  
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Where it all began!  
 

Passmores College was founded in 1982 by Mr Duncan Passmore 

(Chartered Accountant SA CA (R) FCES and Fellow of the Commercial 

Education Society of Australia); the late Hon. Chairman of the Board, Mr 

Gilbert Manley Butler, and Mrs Pamela Butler Passmore (BA Ncle majoring 

in History & Education and BA Honours in Society & Culture). Mrs 

Passmore holds a Practising Marketing Certificate and is a Fellow of the 

Australian Marketing Institute and also a Fellow of the Commercial 

Education Society of Australia.  

Duncan Passmore in his capacity of Honorary Principal, and Pamela ass 

Academic Consultant ensure that students, at all academic levels, are 

assisted to reach their full potential. Duncan also assists a number of 

Grammar schools, Christian schools, Catholic colleges and Public schools by 

conducting his “DON’T QUIT” motivational, memory training and career 

guidance seminars for HSC students.  

Pamela Passmore coined the term “A E Factor”(Absolute Employability 

Factor) in 1982.She envisaged the creation of highly employable graduates 

by training students specifically for targeted employment in a hard-

working, Christian-ethic environment. Duncan, Pamela and their dedicated 

staff members continue to guide the College to continue with its tradition 

of success.  

The College’s outstanding employment record has been consistent for 

more than thirty years. Students are encouraged and taught the 

fundamentals for success in a nurturing environment which ensures each 

has the knowledge, security and confidence to make a positive and 

meaningful progression to their future success in the workforce.  

Giving back to the community!  
 

We believe in giving back to the community. Over $500,000 has been 

donated to local charities since event management and student fundraising 

commenced. Some of the local charities of Passmores has supported 

include Ronald McDonald House. Sids and Kids, Hunter Breast Cancer 

Foundation, Salvation Army, Vision Australia and many more. Our 

fundraising program enables our students to connect with and support 

those less fortunate than themselves. 
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Contact Us! 
 

Passmores College 

RTO Code: 40847 

 

Level 2, Passmores Building 

432 Hunter Street (PO Box 1803) 

Civic Newcastle NSW 2300 Australia 

 

Phone: (02) 49261577 

Website: www.passmores.com.au 

Email: admin@passmores.com.au 

 

http://www.passmores.com.au/
mailto:admin@passmores.com.au

