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Program outline 

Introduction to Finance and Mortgage Broking Administration 

Program overview 

This program will provide students with the knowledge and skills necessary to assist with the organisation, 
administration and control of the back office of a Mortgage Advisory Business. This includes the processing 
of applications, the ability to effectively communicate with clients and compliance administration. 

Should the student wish to further their study and successfully completes the  Introduction to Finance and 
Mortgage Broking Administration program, they may wish to enrol into Understanding Alternative Lending 
Products. 

Benefits of program completion 

Upon successful completion of the Introduction to Finance and Mortgage Broking Administration program, 
students may apply to the CFMIA to carry the ‘Mort Admin (Spec)’ designation.  

This designation indicates to employers and industry peers that the designate has a clear understanding of 
how to create and maintain client files and how to process loan applications from initial client contact 
through to post-settlment. 

Learning outcomes 

Upon successful completion of this program, students should be able to: 

1. Create and maintain the client file, ensuring that it is compliant under NCCP Act 2009 regulations from 
outset through until the client retires the loan. 

2. Process a loan application from initial client communication through to post-settlement account 
structuring and handling. 

3. Evaluate the different types of mortgage products and match them to the appropriate client. 

4. Understand how credit rating and credit scoring systems work and how they affect borrowing. 

5. Work effectively with clients and handle complaints. 

Program topics 

1. Residential home and investment lending 

2. Credit rating and credit scoring systems 

3. Mechanics of a loan application 

4. Ongoing compliance requirements 

5. Working with clients 
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Program duration 

Students have a total of twelve (12) weeks from their initial activation date to complete the learning and 
assessment requirements of the Introduction to Finance and Mortgage Broking Administration program. 

Entry Requirements 

There are no entry requirements for this program. 

Delivery mode 

This program is delivered online. 

Kaplan’s online learning portal KapLearn enables the provision of innovative, interactive learning resources 
and support. KapLearn can be accessed anywhere at any time using a computer or mobile device that has 
internet access. Students are also provided with hard copy program notes for their reference. 

KapLearn is the access point for program notes,  practice activities and assessments. KapLearn is also the 
access point for ongoing support. The ‘Ask your tutor’ forum provides students with continuous 
administrative support  for any queries on how to access the program materials or how to complete the 
assessment requirements for this program. 

Assessment tasks 

The assessment tasks for this program are listed below. 

Program Assessment Assessment Detail 

Introduction to Finance 
and Mortgage Broking 
Administration 

Five (5) Online Quizzes 
(one per topic) 

Unsupervised, multiple choice quizzes – three (3) attempts. 

Students must complete all five (5) online quizzes within twelve (12) weeks of their initial activation date 
and achieve a pass rate of 70% in each, to successfully complete this program.  

Recognition of Prior Learning 

There is no Recognition of Prior Learning (RPL) for this program. 

Fees  

An updated schedule of fees is available at the Kaplan Professional 
website: <http://www.kaplanprofessional.edu.au/faqs/financial-services-fees>.  
 

Student policies  

Students who enrol in a Kaplan Professional course are bound by our published policies, including the 
policy that sets out our rules for assessment. Students can review these policies and our terms and 
conditions before they enrol by going to 

http://www.kaplanprofessional.edu.au/faqs/financial-services-fees
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the Kaplan Professional website: <http://www.kaplanprofessional.edu.au/faqs/studentpolicies>. The polici
es also assist students when their study program does not go as planned and they need extra support.   

 

http://www.kaplanprofessional.edu.au/faqs/studentpolicies

