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ASSESSOR PLAN FOR: LGAGOVA411A PREPARE ACCOUNTS FOR RATES
CANDIDATE NAME:

 ORGANISATION: 


	Critical aspects of evidence for the unit
	Context as specified in the unit
	Context for this assessment
	Advice about evidence
	Assessment Strategies
	Assessment strategies / Tools used and Rationale

	Integrated demonstration of all elements and their related performance criteria:

· Predetermined income is correctly apportioned and accounted for. 

· Appropriate checks of rate notices during printing are conducted. 

· General ledger is reconciled. 

· Cost effective send out of supplementary notices is undertaken. 

· Percentage collections are received. 


	· should be assessed on the job where possible.


	On the job or in a simulated workplace environment. 


	What might constitute

evidence for this Unit of

Competency?


	
observation (real or simulated workplace)

portfolio of evidence


project


questions (written/oral)


Assessment activities:

	List those tools actually used

in assessing this candidate

and provide reasons for your

choice.

Ensure that the mix of tools

allows for the adequate

assessment of key

competencies.



NOTE FOR THE ASSESSOR: 

Evidence collected must show that the candidate can apply the knowledge and skill described in the Unit of Competency to the standard of the performance required in the workplace and in the following aspects of workplace performance:

Task Skills:
requirement to perform individual tasks with a job

Task Management Skills:
requirement to undertake a number of different tasks within a job

Contingency Management Skills:
the requirement to responding and reacting appropriately with irregularities or when things go wrong

Job Role Environment Skills:
the requirement to fulfilling the responsibilities and expectations of the work environment including personal effectiveness and working with others.

Assessment Record Sheet

PREPARE ACCOUNTS FOR RATES LGAGOVA411A
CANDIDATE NAME:

 ORGANISATION: 


	
	
	Assessor and Trainee to Complete
	Assessor to Complete

	Element of Learning
	Performance Criteria
	Evidence Available 
to demonstrate competence  (trainee can add details on their evidence to this list)
	Yes 
	Assessor’s Notes (incl. date of assessment and comments on any additional evidence/action required)

	1. Prepare rates accounts
	· Discounts, remissions, concessions and entitlements are validated and processed. 

· Accounts for rates and instalment advices are produced in predetermined format and the data included is correct. 

· Accounts are forwarded by the date required by statutory and council requirements. 

· Checks are made that the control accounts in the general ledger are reconciled
	· 
	· 
	

	2. Check accuracy of rate notices
	· Checks are made that notices of sale and changes of address are as up to date as possible. 

· Random checks of individual assessments are conducted to ensure notices include correct information on property and applicable rates. 

· Ongoing checks are conducted against estimates to ensure predetermined income is correctly apportioned and accounted for. 

· Levy is reconciled to rateable land values, non-rateable values and property requiring supplementary levy.
	· 
	· 
	

	3. Issue supplementary levies
	· Affected property owners are advised that a supplementary levy will be issued. 

· Supplementary levies are scheduled to maximise cost effectiveness of issue and collection.
	· 
	· 
	

	4. Recommend improvements to systems
	· Suggestions for improvements to system are discussed with appropriate information technology or supervisory personnel
	· 
	· 
	


COMPETENCY RECORD SHEET
	Unit Information

Unit Code: LGACORE102B
Unit Name: Follow Defined OHS Policies and Procedures

	Trainee Information

Trainee Name:
Organisation:


	Assessor Comments

Assessor’s Full Name:


	Assessment Date/s
	Notes / Further Action Required for the trainee to demonstrate their competence in this unit (if any):

	
	

	
	

	
	

	
	

	
	

	For Assessor to complete once trainee demonstrates competence in this unit:

Based on the evidence they have provided, I believe ……………………………………..(trainee’s full name) is competent in all of the critical aspects for this unit.
Assessed as competent on: …….... / …..….. / …..….. 
Assessor’s Signature:
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