
   

National Certificate  in Credit Administration (Credit Control) Level 3  

This qualification is intended for 
people working in, or intending to 
work in, a credit control role. It 
leads to specialised credit 
management with the National 
Certificate in Credit Management 
(Level 4) [NZQA Ref: 0776]. 
 
Both level 3 and level 4 
qualifications are provided through 
the Rapid Results’ online learning 
system, icontact. 
 

Qualification & Co urse Outline : 
 

National Certificate in Credit Administration (Cred it Control) (Level 3: 55 credits) 
Course costs: $800.00+GST including subsidy 

 
 
 

 Administer Financial Collection Process 
 Administer Credit Control 
 Determine an Applicant’s Suitability for Credit 
 Demonstrate Telephone Techniques for Debt Collection 
 Demonstrate Knowledge of Legislation Applicable to Credit Control 
 Demonstrate Knowledge of Credit Dispute Resolution Processes 
 Demonstrate Knowledge of the Repossession of Goods in Accordance 

with the Credit (Repossession) Act 

Unit Standa rds Incorporated:  
 
16757, 16758, 16759, 
16760, 16761, 21415, 
21416 
 

Phone Rapid Results  for enrolment details on: 
0800 DEVELOP 

0800 338356 
 

Rapid Results Limited  
PO Box 302 263 North Harbour, Auckland 1330 

www.rapidresults.co.nz  

Partnered with FITEC and 
NZCFI, icontact is the 
online learning system 
used by New Zealand 
based company Rapid 
Results, specialists in 
providing training to the 
corporates and government 
departments. icontact won 
the 2005 Innovation award 
for general education at 
TUANZ. 
 
Over 50 New Zealand 
companies are using 
icontact for the Level 3, 
credit administration 
qualification. 
 

 Become Qualified in Credit Control 
 Level 4 available soon 
 Start Anytime from Anywhere! 
 Interactive, Fun learning style 



 
The following list details the competenc ies and learning  

that can be achieved through completing the course:  
 
Unit 16757:  
Demonstrate knowledge of the credit application process. 
Describe the process of interviewing for credit. 
Check application form for completeness of credit information supplied. 
Assess applicant’s creditworthiness. 
Communicate assessment to the applicant. 
 
Unit 16758:  
Demonstrate knowledge of credit administration. 
Identify the appropriate collection method. 
Administer stop credits. 
Administer collection. 
 
Unit 16759:  
Pre-plan debt collection telephone calls. 
Demonstrate debt collection telephone skills. 
Follow up on debt collection telephone calls. 
 
Unit 16760:  
Demonstrate knowledge of the application of Disputes Tribunals legislation. 
Demonstrate knowledge of lodging a claim before a Disputes Tribunal. 
Demonstrate knowledge of other Disputes Tribunals processes. 
Demonstrate knowledge of alternative dispute resolution processes. 
 
Unit 16761:  
Demonstrate knowledge of the application of the legislation. 
Demonstrate knowledge of pre-possession notice requirements. 
Demonstrate knowledge of post-possession notice requirements. 
Demonstrate knowledge of the miscellaneous provisions of the legislation. 
 
Unit 21415:  
Demonstrate knowledge of legal concepts. 
Demonstrate knowledge of the Companies Act 1993. 
Demonstrate knowledge of the Credit Contracts and Consumer Finance Act 2003. 
Demonstrate knowledge of the Privacy Act 1993. 
Demonstrate knowledge of the Personal Properties Security Act 1999. 
Demonstrate knowledge of other legislation applicable to credit control. 
 
Unit 21416:  
Demonstrate knowledge of credit policy. 
Demonstrate knowledge of credit approval authorities. 
Administer credit control. 
 

Phone Rapid Results  for enrolment details on: 0800 DEVELOP (0800 338356) 
 

Rapid Results Limited  
PO Box 302 263 North Harbour, Auckland 1330 

www.rapidresults.co.nz 
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