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Work sample

BCGBC4005A Produce labour and material schedules for ordering
Each piece of specific evidence taken from this unit of competency is linked to the real life case study below to provide examples of the types of evidence that you may use in an RCC/RPL process.


	Specific evidence

(as per the evidence requirements in the Training Package)
	Work sample

Sam has applied for RCC/RPL in this unit of competency. He currently works as a contracts administrator in a small commercial and residential construction company.
	Sample RCC/RPL evidence

	The evidence collected must demonstrate consistent performance in the workplace of an ability to:

· produce documentation which meets timeframes

· gather supply information effectively

· plan and allocate labour and materials

· record and monitor project costs

· prepare site files which contain all the necessary site documents, cost variations and changes to plans.
	Sam has worked as a contracts administrator in a small sized building company for the past four years. He concentrates on one project at a time. He is responsible for dealing with clients and suppliers of materials and labour.

Sam is responsible for coordinating the timing of labour and materials by calling suppliers to confirm dates. He communicates any changes or special instructions to suppliers by preparing purchase orders or calling them.

When a variation to the project is approved, Sam is responsible for updating the relevant documents in the site file. He ensures that all changes are documented and signed by all parties. When the variation has been approved Sam analyses the cost of the changes. Throughout the project he monitors the project cost. At the end of the project Sam provides a final project cost analysis for the manager.
	Sam provides his RCC/RPL assessor with: 

· copies of permits and approvals

· the phone number of his supervisor, Bruno, who will confirm that Sam is experienced at maintaining a site file and coordinating suppliers of labour and materials

· a copy of a builder requested variation

· a copy of a purchase order

· a copy of a call forward sheet for organising labour and materials

· a template he uses for monitoring costs.  Sam will explain how he uses the template.
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