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	UNIT CODE
	[bookmark: _GoBack]CPPREP5006

	UNIT TITLE
	Manage operational finances in real estate

	APPLICATION
	This unit of competency specifies the skills and knowledge required to manage the operational finances in a real estate agency.
It includes:
analysing and determining real estate agency financial management requirements
developing and implementing strategies to manage finances in real estate
managing the effectiveness of real estate financial systems
managing evaluation of the effectiveness of real estate financial systems. 
It applies to those responsible for managing operational finances in a real estate agency.
The unit may form part of the licensing requirements for people working in the property industry, including in the real estate, business broking, stock and station agency and property operations and development sectors, in those states and territories where these are regulated activities.

	PREREQUISITE UNIT
	Nil

	ELEMENTS
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe what needs to be done to demonstrate achievement of the element.

	1.	Analyse and determine financial management requirements in a real estate agency.
	1.1	Analyse, determine and document financial management requirements and financial control systems for the real estate agency and each of its departments.
1.2	Analyse the agency’s standard financial records, reports and break-even analyses to develop key performance indicators (KPIs).
1.3	Analyse, determine and document the financial needs, fixed and variable costs, budgets and control systems across the real estate agency and allocate resources to support attainment of department and agency KPIs.
1.4	Analyse, determine and document requirements and schedules for conducting department and agency financial reconciliations and producing formal reports for internal and external purposes.
1.5	Analyse, determine and document legal responsibilities and best practice of financial systems in the real estate agency.
1.6	Conduct risk analyses to determine and document the roles, responsibilities and processes for managing budgets and operating financial control systems across the real estate agency.

	2.	Develop and implement strategies to manage operational finances in a real estate agency.
	2.1	Develop and implement strategies to establish and maintain effective links between those with responsibility for controlling budgets and operating financial control systems.
2.2	Develop and implement financial controls and processes for preparation of records and reports based on valid financial data across the agency.
2.3	Develop and implement strategies and adjust KPIs to ensure on-going and accurate projections and forecasts of income, expenditure and cash flow across the agency.

	3.	Manage the effectiveness of operational finance systems in a real estate agency.
	3.1	Clearly communicate to agency staff the ethics, standards, culture and business KPIs relating to financial management in the agency.
3.2	Facilitate continuous monitoring, reviewing and adjustment of agency and department financial practices to maximise achievement of KPIs.
3.3	Review and manage allocation of resources to support attainment of financial targets and KPIs.
3.4	Manage the preparation of periodic financial reports and collate to present a clear financial overview of the agency.

	4.	Manage evaluation of the effectiveness of operational finance systems in a real estate agency.
	4.1	Review and analyse periodic financial reports and collect, document and use data to evaluate agency achievement of KPIs.
4.2	Use evaluation data to determine, document and implement improvements to maximise achievement of agency KPIs.

	FOUNDATION SKILLS
This section describes the language, literacy, numeracy and employment skills essential to performance in this unit but not explicit in the performance criteria:
reading and comprehension skills to analyse and interpret workplace documentation
research skills to gather and organise information for use in creating plans, processes and reports
writing skills to: 
· accurately record information 
· compose and edit texts, selecting appropriate vocabulary and structure for audience and purpose 
numeracy skills to use a range of mathematical calculations to enter or analyse information
interpersonal and communication skills to:
· play a lead role in situations requiring effective collaboration
· use high level influencing techniques whilst engaging and motivating others
· to gain trust and confidence of colleagues and provide feedback to others in forms that they can understand and use
· exercise sophisticated control over oral, visual and/or written formats, drawing on a range of communication practices
planning and organisational skills to:
· sequence and schedule complex activities of self and others, and manage relevant communication
· use systematic, analytical processes: 
· in complex, non-routine situations, 
· to set goals, design strategies, gather relevant information and evaluate options to inform decision making
· use formal and informal processes to monitor implementation of solutions, to reflect on outcomes and take appropriate action.

	UNIT MAPPING INFORMATION
	No equivalent unit. 

	LINKS
	Companion volumes to this training package are available at the VETNet website https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=6f3f9672-30e8-4835-b348-205dfcf13d9b






	TITLE
	Assessment requirements for CPPREP5XXX Manage operational finances in real estate

	PERFORMANCE EVIDENCE

	To demonstrate competency in this unit, a person must manage operational finances in a real estate agency by:
analysing and determining financial management requirements 
developing and implementing strategies to manage operational finances
managing the effectiveness of operational finance systems
managing the evaluation of the effectiveness of the operational finance systems.
In doing this, the person must meet the performance criteria for this unit.

	[bookmark: _Hlk488743437]KNOWLEDGE EVIDENCE

	To be competent in this unit, a person must demonstrate knowledge of:
· federal and state or territory legislation and local government regulations related to operational finances in real estate, including those of:
· Australian Securities and Investments Commission (ASIC)
· Australian Taxation Office
· Fair Work Australia
· legal responsibilities related to operational finances in real estate, including those relating to:
· Business Activity Reports
· superannuation
· taxation returns
· records retention periods
· reporting protocols
· salaries and commissions  
· agency policies, procedures and standards
· agency quality standards 
· account-keeping practices
· methods and tools for recording and reporting on operational finances
· commission payment structures in real estate
· range of analysis techniques to interpret operational and feedback data
· use of financial controls and reports in operational finances in real estate, including:
· cash-flow analyses
· profit and loss reports
· balance sheets (assets and liabilities)
· budgets
· cost controls
· reconciliation reports
· capital interest costs
· use of profit centres
· processes for:
· risk management:
· identification of financial risks in real estate 
· identification of risks to achieving best practice in real estate
· analysis and rating of identified risks in terms of likelihood and consequences
· preparation of risk controls and risk mitigation strategies
· incorporation of risk controls and risk mitigation strategies in policies, procedures and business strategies in real estate
· analysing, determining, interpreting and documenting:
· requirements in financial control systems in real estate
· break-even analyses
· income and expenditure analyses
· fixed costs and variable costs analyses
· financial key performance indicators (KPIs)
· cash-flow projections and forecasts
· opportunity costs
· analysing, determining and documenting financial strategies for real estate departments
· establishing financial control roles in real estate
· directing financial controls in real estate
· managing and evaluating financial performance in real estate
· management and communication techniques for leading, mentoring and motivating teams in real estate.

	ASSESSMENT CONDITIONS 

	Assessors must satisfy the requirements for assessors contained in the Standards for Registered Training Organisations. 
Assessment of performance must be undertaken in the workplace or in a simulated workplace environment. Tasks are to be performed to the level of proficiency expected in a workplace. 
Registered training organisations (RTOs) are responsible for ensuring that the person demonstrating competency has access to the following:
For assessment conducted in the workplace:
a real estate agency workplace, staff and business documentation 
equipment required to prepare documentation and to manage processes and teams in a real estate agency. 
For assessment in a simulated workplace environment:
materials and equipment meeting the full industry standard for a real estate agency, including:
· business plans, strategies, policies and procedures, forms and records 
· full financial records to enable realistic analysis and planning
· position descriptions for all employees including detailed roles and responsibilities
· a position description including detailed roles and responsibilities for the role to be assumed by the person undergoing assessment
· role descriptions for people participating in role-play exercises when consultation is required by the performance criteria
· materials to support role-play and scenario activities
· equipment required to prepare documentation and to manage processes and teams in a real estate agency. 

	LINKS
	Companion volumes to this training package are available at the VETNet website https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=6f3f9672-30e8-4835-b348-205dfcf13d9b
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