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9. (Oral questioning)

8. (Portfolio)

S.

2. /
8. /
e. InventoryRecord
b,

o.

.

o,

8. /

¢.

v, : :

q.

b.

5.

S

Q.

9.

8.

e. /

v,
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q.

b.
5. /
so. Inventory Record
.
.
>,
58.
Q.
0.
InventoryRecord
e.
b,
S. (Discussion)
2. (Presentation)
0. (Demonstration)
8. (Guided Practice)
e. (Individual Practice)
. (Project Work)
q, (Problem Solving)
S. (Written Test)
2. (Demonstration)
9. (Oral questioning)
8. (Portfolio)

61




(Exicute Financial Management)

OU-INF-ED-06-L4-V1

(Exicuting Financial Management)
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T ®

.
Q.
.
8.
e.
v,
S. (Discussion)
2. (Presentation)
9. (Demonstration)
8. (Guided Practice)
e. (Individual Practice)
. (Project Work)
q. (Problem Solving)
b. (Brainstorming)
S. (Written Test)
2. (Demonstration)
0. (Oral questioning)
8. (Portfolio)
/
o.
Q.
. /
8.
e.
.
.
CR
8.
c.
. , ,
q.
b,
>.
S0.
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S. /

Q.

0.

S. (Discussion)

2. (Presentation)

9. (Demonstration)

8. (Guided Practice)
e. (Individual Practice)
. (Project Work)

q. (Problem Solving)
b. (Brainstorming)

S. (Written Test)

2. (Demonstration)

0. (Oral questioning)

8. (Portfolio)

o. )

Q.

0.

o.

2.

o.

8. /

c.

. , , ,

q.

b,

>.

S0.

.

Q.
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Q.

o,

S. (Discussion)

2. (Presentation)

9. (Demonstration)

8. (Guided Practice)
e. (Individual Practice)
. (Project Work)

q. (Problem Solving)
b. (Brainstorming)

S. (Written Test)

2. (Demonstration)

0. (Oral questioning)

8. (Portfolio)

o.

Q.

0.

8.
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S0.

o,

Q.

o,

8.

e.

.

o.

R.

o,

S. (Discussion)

2. (Presentation)

0. (Demonstration)

8. (Guided Practice)
e. (Individual Practice)
. (Project Work)

q, (Problem Solving)
b. (Brainstorming)

S. (Written Test)

2. (Demonstration)

0. (Oral questioning)

8. (Portfolio)
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(Assessor)

(Statement of Achievement)

(Evidence)

(Assess)

(Unit of Competency)
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, (Action Verb)

(Resource)
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(cBC)

- 01817022909

isischd2015@agmail.com
aziz.munshi@gmail.com

-01712654120

rana.sohel50@yahoo.com

- 01718289482

monjurul482@gmail.com

- 01718289482

monjurul482@agmail.com

- 01711972323

salamprerona@gmail.com

- 01711972323
akhter.hsn@brac.net

- 01777138456

Poonam.fisheries856 @gmail.c
om

- 01722875539
sabuj1953@gmail.com

ndewli@yahoo.com
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This curriculum is copyrighted by National Skill Development Authority (NSDA). No change or
modification of this curriculum may be made by anyone or any other party without the proper
approval of NSDA.

The curriculum is designed based on NSDA approved Entrapreneurship Development, Level -
4 QOccupation Competency Standards. It covers the information required to implement the
Entrapreneurship Development, Level - 4 standard. It is an important supporting document for
trainers, assessors and curriculum developers.

This document has been developed by NSDA with the support of ISC representatives/industry
representatives from relevant sectors, academia, curriculum specialists, expert trainers and
professionals.

All Government-Private-NGO training institutes of the country recognized by NSDA can use this
curriculum to implement skill based training of Entrapreneurship Development, Level - 4 course.
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Introduction

The importance of skill based training in socio-economic development of the country is immense.
Demand oriented training is an important area for increasing productivity, creating employment
and alleviating poverty. Skill development training institutes established at public and private level
in Bangladesh are providing skill development training commercially. It is important to have
uniform training curriculum based on occupation to improve and harmonize the overall quality of
training conducted in all these training institutions. NSDA as provided in the National Skill
Development Authority Act, 2018 is formulating uniform curriculum for training programs
conducted across the country in various occupations/trades.

Competency standards for various occupations (level based) are being formulated by NSDA with
the aim of creating skilled manpower as per the demand of domestic and international labor market.

Skilled and trained trainers are essential for providing training and assessment according to
competency standards. For this purpose, the curriculum of Entrapreneurship Development,
Level - 4 has been formulated through an expert committee consisting of ISC/Industry
representatives from respective sectors, academia, curriculum specialists, expert trainers and
professionals. This curriculum includes essential course design, course structure, course delivery
methods, equipment and facilities inventory, and physical facilities. Apart from this, the
assessment criteria of trainees, assessment procedure, qualification level and certification process
have been inserted.

This curriculum is an NSDA-approved document that describes the overall contents of the training
implementation of Entrapreneurship Development, Level-4 as per industry demand-based
competency standards. The trainees of Entrapreneurship Development, Level - 4 course can
develop themselves as skilled and qualified Entrapreneurship Development, Technician by
following properly.

Competency Based Learning Materials (CBLM) and Assessment tools are developed following
this document. Assessment and certification of trainees will also follow this curriculum.



List of Abbreviations

NSDA - National Skills Development Authority
CS - Competency Standard

ISC - Industry Skills Council

CBLM - Competency Based Learning Material
UoC - Unit of Competency

PPE - Personal Protective Equipemnt

OSH - Occupational Safety and Health

CBC - Competency Based Curriculum

INF - Informal

ED - Entrepreneurship Development

4R - 4th Industrial Revolution



Approval of Competency Standard

Approved By
34th Authority Meeting of NSDA
Held on 27.06.2027
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Course Design

Name of Course : Entrapreneurship Development
Skill Level : National Skills Certificate (NSC)-4

Nominal Hours : 300 Hours

List of Unit of Competency

Generic Unit of Competency

1. Work in the Team Environment
2. Work in a Self-directed Team
3. Apply Basic IT Skills

Sector Specific Unit of Competency
Work in the Informal Sector

Occupation Specific Unit of Competency

q. Interpret Basics of Entrepreneurship
v. Develop Business Idea

5. Develop Marketing Strategy

so. Develop Products/Services

5. Manage Organization
5. Exicute Financial Management

Description of Course

It is a skill based training course designed to develop the knowledge, skills and workplace attitude
required for the Entrapreneurship Development profession. The curriculum covers various skills
such as,

= Work in the Team Environment

= Work in a Self-directed Team

= Apply Basic IT Skills

= Work in the Informal Sector

= Use Hand Tools and Power Tools

= Interpret Basics of Entrepreneurship

= Develop Business Idea

= Develop Marketing Strategy

= Develop Products/Services

= Manage Organization

= Exicute Financial Management



Learning Outcome of the Course

Successful completion of this course will lead to certification in Entrapreneurship Development,
Level-4 under the National Qualification Framework. Also, the course has the following
functional, economic, and social learning outcomes.

Work Oriented Learning Outcome
1. Can work effectively as a Entrepreneurship Development personnel

Financial Learning Outcome

1. Job opportunities will be created as Entrapreneurship Development Technician in country
and abroad.

2. Can contribute to socio-social development by participating in skill development
activities

Social Learning Outcome

1. Social status will increase by achieving personal development

2. The share of skilled human resources will increase in line with changing technology

3. The number of skilled and trained automotive mechanics skilled technicians will increase
in the society



Course Structure

Generic Unit of Competency - 50 Hrs.

1\813)'. COIIfllll)l: tgflcy Module Title Learning Outcome Nﬁg:i_l:l
Define team role and scope
] Identify individual role and
Work in the Working in the responsibility
. team team environment Participate in team 15
environment . :
discussions
4. Work as a team member
Identify team goals and
processes
) Working in a Communicate and cooperate
2 Work in a Self- Self-Directed with team members 20
Directed Team
Team . Work as a team member
Solve problems as a team
member
Identify and wuse most
commonly used IT tools
. Operate computer
. Work with word processing
software
Apply Basic IT | Applying Basic IT Use spread sheet to create
3 . . 20
Skills Skills /prepare worksheets
Use presentation packages to
create / prepare presentation
Print the documents
Use the Internet and Access
E-Mail
Sector Specific Unit of Competency - 20 Hours
I\SI:).. Colnjllll)lc: t(::flcy Module Title Learning Outcome NI(_;I:I;::I
Describe the organizational
structure within thesector
Work in the Working in the Identify ~ processes  and
1 | Informal Informal Sector procedures 20
Sector Identify workplace

requirements
Organize ownworkload




Occupation Specific Unit of Competency — 230 Hours

SI.
No.

Unit of
Competency

Module Title

Learning Outcome

Nominal
Hours

Interpret Basics of
Entrepreneurship

Interpreting Basics
of Entrepreneurship

1. Recognize concept of
entrepreneurship

2. Interpret functions of
entrepreneur

3. Interpret CMSME

4. Interprete green
business

30

Develop Business
Idea

Developing Business
Idea

self-
and

1. Conduct
exploration
research

2. ldentify social
problemor challenges

3. Generate business
idea

4. Interpret innovation
and improvement

40

Develop
Marketing
Strategy

Developing
Marketing Strategy

1. Assess market

2. Prepare marketing
plan

3. Implement marketing
techniques

40

Develop
Products/Services

Developing
Products/Services

1. Perform and

prototyping

2. Add value proposition

3. Follow production process

4. Perform  costing  and
pricing of
products/services

design

30

Manage
Organization

Managing
Organization

1. Develop strategic planning
and structure

2. Interpret human resource
planning tools

3. Perform

communication

management

Follow legal and ethical

compliance

Manage crisis and risk

Manage staff

Manage Inventory

and

&

50

Execute Financial
Management

Executing Financial
Management

PN o

Prepare financial
planning

40




. Arrange required
capital/fund

Maintain financial
records

. Analyze financial
ratio




Analysis Competency

Generic Unit of Competency Number of
Module
Work in the Team Environment 01
Work in a Self-Directed Team 01
Apply Basic IT Skills 01

Sector Specific Unit of Competency

Work in the Informal Sector 01

Occupation Specific Unit of Competency

Interpret Basics of Entrepreneurship 01
Develop Business ldea 01
Develop Marketing Strategy 01
Develop Products/Services 01
Manage Organization 01
Execute Financial Management 01

Total 10




Course Delivery

Face to Face

(Self Paced Learning)
On the job

Off the job

PowopE

Course Training Method

A variety of methods can be applied to course training depending on the students' learning
interests and abilities. Instructors should select appropriate methods to train students. Some of
the common methods used during skills training are:

. Lecture

. Presentation

. Discussion

. Demonstration

. Guided Practice

. Individual Pactice
. Project Work

. Problem Solving

O© 0 N Ol WDN -

. Brainstorming

Module of Instruction

v Generic
v’ Sector Specific and
v Occupation Specific



Generic Module



Unit of Competency

Apply OSH Procedure in The Workplace

Unit Code

GU-02-L1-V1

Module Title

Applying OSH Procedure in The Workplace

Module Descriptor

This module covers the knowledge, skills and attitudes required to apply
occupational health and safety (OHS) procedure in the workplace.

It specifically includes identifying OHS policies and procedures,
following OHS procedure, reporting hazards and risks, responding to
emergencies, and maintaining personal well-being.

Nominal Hours

15 Hours

Lerning Outcome

After completing the practice of the module, the trainees will be able to
perform the following jobs:
Identify OSH policies and procedures.

Follow OSH procedure
Report hazards and risks.
Respond to emergencies

5. Maintain personal Well-being

powbhRE

Learning Outcome -1: ldentify OSH policies and procedures.

Assessment Criteria

1. OHS policies_and safe operating procedures_are accessed and
stated
Safety signs and symbols are identified and followed

Emergency response, evacuation procedures and other contingency

Conditions and
Resources

Workplace or Simulated Workplace
CBLM
Handout
Taptop
Multimedia Projector
Paper, Pen, Pencil,
Internet Facilities
White Board and
Audio Video Devices
. Necessary PPE

©ooN R WNEIW N

[HEN
o

Contents

Definition of OHS
Principles of OHS
= Bangladesh Standard for OHS
= Fire safety rules and regulations
= Code of Practice
= Sector Guidelines
3. Safe operating procedures
= Orientation on emergency exits, fire extinguishers, fire
fighting, etc
= Emergency procedures
= First Aid Procedures

N =




Tagging method

Use of PPE

Safety procedures for hazardous materials
4. Safety signs and symbols

= Directional signs (exit, emergency exit, etc.)
First aid symptoms
Danger tag
Danger signs
Security tag
= Warning signs

Emergency response, evacuation procedures and other emergency
measures

o

Implement safe operating procedures
Observe safety signs and symbols
Respond to emergencies, apply evacuation procedures

Job/Task/Activity

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Training Method

Written Test
Demonstration
Oral questioning
Portfolio

Assessment Method

PONMRIO N OO RWNDE

Learning Outcome -2 Follow OSH procedure

1. Personal protective equipment (PPE) is selected and collected

as required
2. Personal protective equipment (PPE) is correctly used in
Assessment Criteria accordance with organization OHS procedures and practices
3. A clear and tidy workplace is maintained as per workplace
standard
4. PPE is maintained to keep them operational and compliant with OHS
regulations




Conditions and
Resources

© o N AW RE

[EEN
o

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

. Necessary PPE

Contents

N

Workplace OHS Policy

Personal Safety Equipment and Usage Procedures
«  Gas mask

= Gloves

= Safety boots

= face mask

= Overall

= Goggles and safety glasses

= Sun block

= Chemical/gas detectors
Cleanliness of workplace
Compliance with OHS regulations
Work Safety Procedures

Job/Task/Activity

o ks w

Use personal safety equipment and ensure cleanliness of work
area

Training Method

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Assessment Method

PP 0N OGORALDNER

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -3: Report hazards and risks

Assessment Criteria

1.
2.

Hazards and risks are identified, assessed and controlled

Incidents arising from hazards and risks are reported to designated
authority




Conditions and Resources

© o N AW RE

[EEN
o

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

. Necessary PPE

Contents

=

N

Hazards and type of hazard
= Chemical hazards

= Biological hazards

= Physical Hazards

= Mechanical and Electrical Hazard

= Mental hazard

= Ergonomic hazard
Alarm and warning devices
Emergency procedure

= Fire fighting

= Earthquake

= Medical and first aid

= Evacuation

During a workplace accident
During the fire

During other emergencies
Emergency measures
Isolation

Decontamination

. Emergency response

Job/Task/Activity

Identify hazard by using hazard inspetction checklist

Use alarm and warning devices

Apply emergency procedures

Provide medical and first aid by taking emergency measures

Training Method

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Assessment Method

WPl N O wWhDREIRONPEPRBOONSOGA

Written Test
Demonstration
Oral questioning

10
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Portfolio

Learning Outcome -4 Respond to emergencies

Assessment Criteria

1.
2.
3.

Alarms and warning devices are responded

Workplace emergency procedures are followed

Contingency measures during workplace accidents, fire and other
emergencies are recognized and followed in accordance with
organization procedures

Frist aid procedures is applied during emergency situations

Conditions and Resources

© o N s WDN PR
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Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

. Necessary PPE

Contents

©ooNo WD R

Alarm and warning devices
Emergency procedures
During workplace accidents
Work to do in case of fire
During other emergencies
Emergency measures
Firefighting

Earthquakes

Evacuation

. Isolation

. Decontamination

. Medical and first aid
. Emergency Response

Job/Task/Activity

Use alarm and warning devices
Apply emergency procedures
Take emergency measures and provide medical and first aid

Training Method

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Assessment Method

PO NSO aMsLONRPIwWwN R

Written Test

11



2.
3.
4.

Demonstration
Oral questioning
Portfolio

Learning Outcome -5: Maintain personal well-being

Assessment Criteria

1.
2.

OHS policies and procedures are adhered to

OHS awareness programs are participated in as per workplace
guidelines and procedures

Corrective actions are implemented to correct unsafe condition in the
workplace

“Fit to work” records are updated and maintained according to
workplace requirements

Conditions and Resources

©OoNo s~ LDNRE

[EEN
o

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

. Necessary PPE

Contents

o~ w DN e

~

OHS policies and procedures
OHS awareness programs
workplace guidelines and procedures
Corrective actions to correct unsafe condition in the workplace
Fit to work™ records

= Medical Certificate every year

= Accident reports, if any

= Eye vision certificate

PPE Type and Use

Personal hygiene practices

OHS Awareness

Job/Task/Activity

Implement corrective actions to correct unsafe condition in the
workplace

Update “Fit to work” records and maintained according to
workplace requirements

Training Method

o krwbdE

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice

12



Project Work
Problem Solving
Brainstorming

Assessment Method

PRI N

Written Test
Demonstration
Oral questioning
Portfolio

13




Unit of Competency

Lead Small Team

Unit Code GU-04-L3-V1

Module Title Leading Small Team
This module covers the knowledge, skills and attitudes required to lead
small team.

Module Descriptor

It specifically includes providing team leadership, assigning
responsibilities, setting performance expectations for team members
and supervising team performance.

Nominal Hours

20 Hours

Lerning Outcome

After completing the practice of the module, the trainees will be able to
perform the following jobs:

Provide team leadership

Assign responsibilities

Set performance expectations for team members

Supervise team performance

PR

Learning Outcome -1: Provide team leadership

Assessment Criteria

1. Work requirements are identified and presented to team members
2. Reasons for instructions and requirements are communicated to team
members

Team members’ queries and concerns are recognized, discussed
and dealt with

w

Conditions and Resources

Workplace or Simulated Workplace
CBLM
Handout
Taptop
Multimedia Projector
Paper, Pen, Pencil,
Internet Facilities
White Board and
Audio Video Devices
. Necessary PPE

© oo N~ WN R
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Contents

Techniques for presenting job requirements
Instruction
Party and party members

Job/Task/Activity

Identify and explain work requirements with team members
Explain the necessary instructions and reasons with the team
members

A s Rl

14




Training Method

© o N AW RE

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role Play

Assessment Method

L

4

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -2: A

ssign responsibilities

Assessment Criteria

1.

Duties, and responsibilities are allocated having regard to the skills,
knowledge and attitudes required to properly undertake the assigned
task

Duties are allocated having regard to individual preference, domestic
and personal considerations, whenever possible

Conditions and
Resources

© oo No O whRE

[EEN
o

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

. Necessary PPE

Contents

Team Responsibilities

Knowledge, skills and attitudes required to perform duties
individual choice

Setting team performance and expectations

Performance monitoring procedures

Job/Task/Activity

Pk~ wn e

Assign responsibilities to the members of team

15




Training Method

PO N gk wh R

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Assessment Method

rwn e

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -3: Set performance expectations for team members

Assessment Criteria

1.

Performance expectations are established based on client needs and
according to assignment requirements

. Performance expectations are based on individual team members’

w

duties and area of responsibility

Performance expectations are discussed and directed to implement in
the workplace

Conditions and
Resources

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Andin \Jidan Navricac

Contents

Customer expectation
Responsibilities and duties of team members

Job/Task/Activity

Determine performance expectations of team members

Training Method

NGO LON R PNMRPD ONOOOR WD R

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Assessment Method

Assessment methods may include but not limied to:

1. Written Test

N

Demonstration
Oral questioning

16
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Portfolio

Learning Outcome -4: Supervise team performance

Assessment Criteria

1.

Monitoring of performance are taken place against defined
performance criteria and / or assignment instructions and corrective
action taken if required

Team members are provided feedback, positive support and advice on
strategies to overcome any deficiencies

Performance issues which cannot be rectified or addressed within the
team are referenced to appropriate personnel

Team members are kept informed of any changes in the priority,
allocated to assignments or tasks which might impact on clients’ /
customers’ needs and satisfaction

Team operations are monitored to ensure that employer / client needs
and requirements are met

Follow-up communication is provided on all issues affecting the team
All relevant documentation is completed

Conditions and Resources

© oo NN RN

[EEN
o

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

. Necessary PPE

Contents

Methods of performance monitoring

Strategies to overcome team member shortages,
Uncompromising performance

Tasks to meet employer/customer requirements
Factors affecting the team

Relevant documents

Supervision of team members

Feedback

Job/Task/Activity

PO N WD E

Monitor team performance

17



Training Method

© o N AW RE

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role play

Assessment Method

ronnRE

Assessment methods may include but not limied to:
Written Test

Demonstration

Oral questioning

Portfolio

18




Unit of Competency

Apply Basic IT Skills

Unit Code GU-06-L3-V1

Module Title Applying Basic IT Skills
This module covers the basic knowledge, skills and attitude required to
apply basic IT skills.

Module Descriptor It specifically includes Identifying and use most commonly used IT

Tools, operating computer, working with word processing software, use
spread sheet to create /prepare worksheets, using presentation packages
to create / prepare presentation, printing the documents and using the
internet and access E-mail.

Nominal Hours

20 Hours

Lerning Outcome

NoOURWNE

After completing the practice of the module, the trainees will be able to

perform the following jobs:

Identify and use most commonly used IT tools

Operate computer

Work with word processing software

Use spread sheet to create /prepare worksheets

Use presentation packages to create / prepare presentation
Print the documents

Use the Internet and Access E-Mail

Learning Outcome -1: Identify and use most commonly used IT tools

Assessment Criteria

1.

Context of IT is interpreted
Commonly used_IT tools are identified
Safe work practice and OSH Standards are followed

Conditions and
Resources

© N R WDNDRE W

[HEN
o

Workplace or Simulated Workplace
CBLM

Handout

Taptop/Computer

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

. PC and relevant accessories

Contents

Sl

History of Information Technology (IT).
Commonly used IT equipments

IT tools

a. Phone

Cell Phone
TABs
Radio
Television
Computers

-~ D o0 o
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Laptops
Notebooks
Internet
Software
Satellite

i

Job/Task/Activity

Interpret context of IT is interpreted
Identify commonly used IT tools
Followed Safe work practice and OSH

Training Method

©CoNoArLONPRWDNRE

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role Play

Assessment Method

W

4.

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -2: O

perate computer

Assessment Criteria

1.
2.

Peripherals are checked and connected with computer as per standard
Power cords / adapter are connected with computer and power outlets
socket safely

Computer is switched on gently

PC desktop / GUI settings are arranged and customized as per
requirement

Files and folders are created, opened, copied, renamed, deleted and
sorted as per requirement

Properties of files and folders are viewed and searched

Disks are defragmented, formatted as per requirement

Conditions and Resources

© oo Nk~ WDNRERINO

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

10. PC and relevsnt accessories

20



Contents

No ko

o

Peripherals devices of computer
Monitor

Keyboard

Mouse

Modem

Scanner

f.  Printer

Techniques for turning on and off a computer
Maintenance of personal safety equipment
Cleanliness of workplace

Power cords / adapter

Computer is switched on gently
PC desktop / GUI settings

a. lcons

b. Taskbar

c. View

d. Resolutions

Files and folders

Properties of files and folders

® o0 o

. Disk defragment and formate

Job/Task/Activity

Arrange and customize PC desktop / GUI settings

Creat, open, copied, rename, delete and sort files and folders
View and search properties of files and folders

Defragment and formate disks

Training Method

CoNo R~ WNERWDNDPREBOCO®

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role Play

Assessment Method

NS

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -3: Work with word processing software
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Assessment Criteria

w N

Word Processing software is selected and started

Basic typing technique is demonstrated

Documents are created as per requirement in personal use and office
environment

Contents are entered

Documents are formatted

Conditions and Resources

© o N s ONROA

e
= O

Workplace or Simulated Workplace

CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices
. PC with relevant accessories
. Necessary PPE

Contents

© oo NN E

10.
11.

12.
13.
14.

15
16

Techniques for managing word processing applications;
Basic typing techniques in documents;

Word processing techniques for creating documents
Personal CV creation work

Document storage and retrieval techniques

Different type of software and application packages

Use of word processor, spread sheet and presentation software
Different type of math and logical functions

Contents

a. Illustrations and styles

b. Text

c. Table

d. Symbols

e. Header & Footer

Formatting document
Bold

Italic

Underline

Font size, colour,

. Change case

. Alignment and intend

Job/Task/Activity

1.
2.

Demonstrate Basic typing technique
Create Documents
= Word documents

= Standard CV / Bio-Data
= Application / Official letter
= Standard report / newspaper items

22




Enter Contents
Formate documents

Training Method

O NG rWDNRAO®

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Assessment Method

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -4: U

S

spread sheet to create /prepare worksheets

N PPN R

Spreadsheet are selected and started
Worksheets are created as per requirement in Personal use and office
environment

Assessment Criteria 3. Data are entered
4. Functions are used for calculating and editing logical operation
5. Sheets are formatted as per requirement
6. Charts are created
7. Charts/ Sheets are previewed
1. Workplace or Simulated Workplace
2. CBLM
3. Handout
4. Taptop
5. Multimedia Projector
Conditions and Resources| 6. Paper, Pen, Pencil,
7. Internet Facilities
8. White Board and
9. Audio Video Devices
10. Necessary PPE
1. Work environment, functions and features in spreadsheets;
2. Procedures for data entry in spreadsheets;
Contents 3. Data manipulation techniques in spreadsheet documents
4. Techniques for creating spreadsheet documents;
5. Procedures for saving documents in spreadsheets;
1. Create worksheets
Job/Task/Activity 2. Use functions for calculatlpg and editing logical operation
3. Formate sheets as per requirement
4. Create charts

23




Training Method

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role play

Assessment Method

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -5: U

S

presentation packages to create / prepare presentation

Assessment Criteria

NP PIrONRPIO 00N U R WON R

w

Appropriate presentation software packages are selected and started
Presentation is created as per requirement in personal use and office
environment

Image, Illustrations, text, table, symbols and media are entered as per
requirements

Presentations are formatted and animated

Presentations are previewed

Conditions and Resources

© oo N R DNREROBA
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Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

. PC with relevant accessories
. Necessary PPE

Contents

Appropriate presentation software packages
Importance of presentation

Presentation creating techniques

Image, Illustrations, text, table, symbols and media
Animation of presentation

Job/Task/Activity

L R N

CreatepPresentation as per requirement in personal use and office
environment

Enter image, illustrations, text, table, symbols and media as per
requirements

Formate and animate presentations

24




Training Method

© o N AW RE

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role play

Assessment Method

LN

4.

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -6: Print the documents

1. Printer is connected with computer and power outlet properly
Assessment Criteria 2. Power is switched on at both the power outlet and printer
3. Printer is installed and added
4. Correct printer settings are selected and document is printed
1. Workplace or Simulated Workplace
2. CBLM
3. Handout
4. Taptop
5. Multimedia Projector
Conditions and Resources| 6. Paper, Pen, Pencil,
7. Internet Facilities
8. White Board and
9. Audio Video Devices
10. PC with relevant accessories
11. Necessary PPE
1. Techniques ofpPrinter connection with computer and power outlet
properly
Contents 2. Install and adding techniques of printer
3. Techniques of selecting correct printer settings
4. Printing techniques of document
1. Install and add printer
Job/Task/Activity 2. Configured appropriate printer settings
3. Select correct printer settings and print document

25




Training Method

© o N AW RE

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role play

Assessment Method

Assessment methods may include but not limied to:
Written Test

Demonstration

Oral questioning

Portfolio

Learning Outcome -7: U

S

the Internet and Access E-Mail

Assessment Criteria

W NP PN

Appropriate internet browsers are selected

Search engines are used to access information

Video / Information are Shared /downloaded / uploaded from / to web
site/social media

4. Web based resources are used

Email services are identified and selected to create a new email
address

Document is prepared, attached and sent to different types of
recipients

Email is read, forwarded, replied and deleted as per requirement
Custom email folders are created and manipulated

Email message is printed

Conditions and
Resources

©ooN O~ WDNREPIO®N
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Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

. PC with relevant accessories
. Necessary PPE

Contents

[HEN

. Appropriate internet browsers

= Internet Explorer
= Firefox

= Google Chrome
=  Opera

26



[EEN

© o N N

= Safari
= Omni Web
Search engines
access information
Video / Information
Social media
Web based resources
Email services
Techniques to create a new email address
Reading, forwarding , replying and deleting email

. Custom email folders

Job/Task/Activity

arwbdE

Select appropriate internet browsers

Use search engines to access information

Use web based resources

Create a new email address

Share/download/upload from/to web site/social media the file video /
information

Training Method

©ooN O WNRE

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role play

Assessment Method

el NS =

Assessment methods may include but not limied to:
Written Test

Demonstration

Oral questioning

Portfolio
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Sector Specific Module
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Unit of Competency

Interpret Manual, Sketches and Drawing

Unit Code SU-LE-02-L2-V1

Module Title Interpreting Manual, Sketches and Drawing
This module covers the skills, knowledge and attitudes required to
interpret manuals, sketches and drawings.

Module Descriptor It specifically includes interpreting information and specifications,

workplace documents, reading and interpreting sketches and drawings
and practicing professional ethics at workplace.

Nominal Hours

15 Hours

Lerning Outcome

After completing the practice of the module, the trainees will be able to
perform the following jobs:
Interpret information and specifications

Interpret workplace documents
Read and interpret sketches and drawings
4. Practice professional ethics at workplace

wnN e

Learning Outcome -1: In

terpret information and specifications

Assessment Criteria

1. Appropriate manuals for work activity are identified andcollected
2. Information and specifications in the manuals are interpretedand
applied

Conditions and Resources

Workplace or Simulated Workplace
CBLM
Handout
Taptop
Multimedia Projector
Paper, Pen, Pencil,
Internet Facilities
White Board and
Audio Video Devices
. Necessary PPE

© ooNo A Wh R
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Contents

Appropriate manual
Information and specification

Job/Task/Activity

Ll BN

Identify appropriate manual and interpret

Training Method

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role Play

©ooN O~ WNRE

Assessment Method

Assessment methods may include but not limied to:

30




W

4

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -2: Interpret workplace documents

Assessment Criteria

1.
2.

B w

Workplace documents are interpreted as per standard

Assistance is taken to aid comprehension when required from peers /
Ssupervisors

Visual information / symbols / signage’s are understood and followed|
Specific and relevant information are accessed from appropriate
sources

Appropriate medium is used to transfer information and ideas

Conditions and
Resources

© o No RN RO

[EEN
o

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

. Necessary PPE

Contents

Workplace documents
Colleagues/supervisors

Visual Information / Signs / Symbols
Specific and relevant information
Appropriate sources of information
Transfer of information and ideas
Appropriate medium

Job/Task/Activity

Interpret workplace documents according to standards
Follow visual information / signs / signs
Use appropriate media to transfer information and ideas

Training Method

PO N MO ERWNMNRNORODNDE

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Assessment Method

el N

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio
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Learning Outcome -3: Read and interpret sketches and drawings

Assessment Criteria

Mo

Relevant sketches and drawings are identified for jobrequirement
Key terms and abbreviations are identified and interpreted
Signs and symbols are identified and interpreted

Schedules, dimensions, sketches, drawings and specifications are
correctly read and interpreted

Conditions and Resources

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

. Necessary PPE

Contents

Relevant sketches and drawings

Key Terms and Abbreviations

Signs and Symbols

Schedules, Dimensions, Sketches and Specifications
Dimensions of drawings

Symbols used in drawings

Job/Task/Activity

RPogarwdhiRBE © 0N OAODNR

Accurately interpret schedules, dimensions, sketches, drawings
and specifications

Training Method

N M wWNRE

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Assessment Method

Sl

4

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -4: Practice professional ethics at workplace

32




Assessment Criteria

b w

Responsibilities as a team member are demonstrated and Kkept
promises and commitments made to others

Tasks are performed in accordance with workplace procedures
Confidentiality is respected and maintained

Situations and actions considered inappropriate or which present a
conflict of interest are avoided

Conditions and Resources

© oo N s WNRE
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Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

. Necessary PPE

Contents

Team members

Responsibilities

Commitment

Confidentiality

Inappropriate Situations and Activities

Job/Task/Activity

RO~ 0

Carry out responsibilities as a team member and keep promises
made to others

Training Method

©oN R~ LDNRE

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role play

Assessment Method

pwbd PR

Assessment methods may include but not limied to:
Written Test

Demonstration

Oral questioning

Portfolio
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Unit of Competency

Apply quality system

Unit Code SU-LE-02-L2-V1

Module Title Applying quality system
This module covers the knowledge, skills, and attitudes required to apply
quality system.

Module Descriptor

It specifically includes working within a quality system, applying and
monitoring quality system improvement and applying standard procedures to
each job.

Nominal Hours

15 Hours

Lerning Outcome

After completing the practice of the module, the trainees will be able to
perform the following jobs:
1. Work within a quality system

2. Apply and monitor quality system improvement
3. Apply standard procedures for each job

Learning Outcome -1: Work within a quality system

Assessment Criteria

1. Appropriate manuals for work activity are identified and collected

2. Instructions and procedures are strictly followed following the
quality improvement system

3. Duties are performed following the demand of the quality
improvement system

4. Defects are detected and reported according to standard operating
procedures

5. Quality service is ensured and delivered to the customer in
providing a product or service

Conditions and Resources

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

© NN

Contents

1. Quality improvement system
= Quality inspection
= Quality control
= Quality improvement
= Total Quality Control
= Quality assurance
Quality improvement system

N

3. Standard Operating Procedures

34




Reporting procedures
Quality service

Job/Task/Activity

Interpret quality improvement system
Identify work errors according to standard operating procedures

Training Method

© o N OA DN RPWNDOA

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role Play

Assessment Method

4

W

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -2: A

pply and monitor quality system improvement

1. Performance measurement systems are identified
2. Specifications and standard operating procedures are identified and
established
3. Performance is assessed at regular intervals
. 4. Defects are detected and reported to authority according to standard
Assessment Criteria .
operating procedure
5. Process improvement procedures are contributed to and implemented
6. Improvement of internal/external customer and supplier relationships
is contributed to
7. Performance of operation or quality of product or service is
monitored to ensure customer satisfaction
1. Workplace or Simulated Workplace
2. CBLM
3. Handout
4. Taptop
Conditions and Resources| - Multimedia Projector
6. Paper, Pen, Pencil,
7. Internet Facilities
8. White Board and
9. Audio Video Devices

Contents

> owbdpe

Performance measurement system
Specifications

Regular breaks

Performance appraisal
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Process improvement methods
Internal/External Customers
Internal/External Suppliers
Customer satisfaction
Performance or quality of service

Identify the performance measurement system
Identify specifications and standard operating procedures
Evaluate performance at regular intervals

Job/Task/Activity

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Tole Play

Training Method

© oo N WNRWNMREIOCOO©ONO®O

Assessment methods may include but not limied to:
Written Test

Demonstration

Oral questioning

4. Portfolio

Assessment Method

W

Learning Outcome -3: Apply standard procedures for each job

1. The concept of supplying a product or service to meet the customer's;
requirements is understood and applied accordingly;
Responsibility is taken for the quality of own work;
Quality system procedures for each job are followed;

Assessment Criteria

Conformance to specification is ensured in every case at all situations.

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Conditions and Multimedia Projector

Resources

Internet Facilities
White Board and
Audio Video Devices

Customer requirements

The idea of providing a product or service
Quality of own work

Quality system

Specifications

Contents

2.
3.
4,
1.
2.
3.
4,
5.
6. Paper, Pen, Pencil,
7.
8.
9.
1.
2.
3.
4,
5.
1.

Job/Task/Activity Follow quality system procedures for each job
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N

. Ensure conformance to specifications in every case under all
circumstances

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Training Method

NG RWDNE

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

Assessment Method

el NS =
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Occupation Specific Module
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Unit of Competency

Interpret Basics of Entrepreneurship

Unit Code OU-INF-ED-01-L4-V1

Module Title Interpreting Basics of Entrepreneurship
This module covers the knowledge, skills and attitudes required to enterpret
basics of entrepreneurship.

Module Descriptor It specially includes the task of Recognizing concept of

entrepreneurship, interpreting functions of entrepreneur, interpreting
CMSME and interpreting green business.

Nominal Hours

30 Hours

Lerning Outcome

After completing the practice of the module, the trainees will be able to
perform the following jobs:

1. Recognize concept of entrepreneurship
2. Interpret functions of entrepreneur

3. Interpret CMSME

4. Interprete green business

Learning Outcome -1: R

ecognize concept of entrepreneurship

Assessment Criteria

1. Entrepreneurship and IGA is defined

2. Advantages of entrepreneurship is discussed
Business cycle is Interpreted

Women entrepreneurship is interpreted
Business and entrepreneurship is interpreted.

Conditions and Resources

Workplace or Simulated Workplace
CBLM
Handout
Taptop
Multimedia Projector
Paper, Pen, Pencil,
Internet Facilities
White Board and
. Audio Video Devices
10. Necessary materials

© NGO A NP 0w

Contents

Association of entrepreneurs and IGAS
Advantages of entrepreneurship
Business cycle

Women entrepreneurs

Advantage of women entrepreneurs
Limitation of women entrepreneurs
Business and Entrepreneurship

Job/Task/Activity

Interpret the business cycle
Interpret women entrepreneurship
Interpret business and entrepreneurship

whpkP N O~ wDdPE
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Training Method

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role Play

© o N AW RE

Assessment Method

Assessment methods may include but not limied to:
1. Written Test

2. Demonstration

3. Oral questioning

4. Portfolio

Learning Outcome -2:

Interpret functions of entrepreneur

Assessment Criteria

=

Characteristics of entrepreneurs is identified
Role of entrepreneur in economic development is identified
Self-assessment is carried out to identify the entrepreneur qualities.

Conditions and Resources

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

. Audio Video Devices

10. Necessary materials

©ooN R WDNRERIWDN

Contents

Characteristics of Entrepreneurs

Role of entrepreneurship in economic development
Qualities of an entrepreneur

Self-assessment

Job/Task/Activity

Conduct self-assessment to identify entrepreneurial qualities

Training Method

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role Play

© N WNERERERA®WDNDE
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Assessment methods may include but not limied to:
1. Written Test

Assessment Method 2. Demonstration

3. Oral questioning

4. Portfolio

Learning Outcome -3: Interpret CMSME

1. CMSME is defined

2. Business sectors are identified

Business ethics is interpreted as per types of business.
E-Commerce business is identified as per industry policy
Reasons of failure and success are interpreted in business.

Assessment Criteria

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Conditions and Resources Paper, Pen, Pencil,
Internet Facilities
White Board and
Audio Video Devices

10. Necessary training materials

© oo N s WDNRPIO MW

CMSME definition

Business sectors

Business ethics

Type of business

E-commerce according to Industrial Policy
Factors of business failure and success

Contents

Identify business sectors

Job/Task/Activity Identify E-commerce business

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving

. Brainstorming

Training Method

NGO ENMNEOORMWDNDRE

Assessment methods may include but not limied to:
1. Written Test

2. Demonstration
3. Oral questioning
4. Portfolio

Assessment Method
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Learning Outcome -4: Interprete green business

Assessment Criteria

=

Green business is defined

Greening process is applied as per workplace requirement
3R is identified based on types of business

Supporting organizations are identified.

Conditions and Resources

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

. Audio Video Devices

0. Necessary training materials

Contents

Green business definition
Greening process according to workplace needs
Type of business
3R
Supporting Organizations

Job/Task/Activity

Implement greening processes as per the needs of the workplace
Identify the 3Rs based on the type of business

Training Method

N GRrWOWNEINREPOMWNDRROONODOGORWDNDRROWDN

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving

. Brainstorming

Assessment Method

Assessment methods may include but not limied to:

1.

2
3.
4

Written Test

. Demonstration
Oral questioning
. Portfolio
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Unit of Competency

Develop Business Idea

Unit Code OU-INF-ED-02-L4-V1
Module Title Developing Business Idea
This module covers the knowledge, skills and attitudes required to
. enterpret basics of entrepreneurship.
Module Descriptor It specially includes the task of conducting self-exploration and research,

identifying social problem or challenges, generating business idea and
interpreting innovation and improvement

Nominal Hours

40 Hours

Lerning Outcome

After completing the practice of the module, the trainees will be able to
perform the following jobs:

Conduct self-exploration and research

Identify social problem or challenges

Generate business idea

4. Interpret innovation and improvement

L

Learning Outcome -1:

Conduct self-exploration and research

Assessment Criteria

1. Interests and passions are identified

Skills and expertise are assessed

Emerging trends and technologies are identified
SWOT analysis is conducted

PESTLE analysis is conducted

Conditions and Resources

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

10. Necessary training materials

© oo NSO WD RO WDN

Contents

Interests and passions

Skill and Ignorance

Emerging business trends and technologies
SWOT analysis

PESTLE analysis

Job/Task/Activity

Identify emerging business trends and technologies
Conduct SWOT analysis

A e S e o A

Conduct PESTLE analysis
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Training Method

© o N AW RE

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role Play

Assessment Method

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -2:

entify social problem or challenges

Assessment Criteria

Common/social problems or challenges in the market are identified.
Pin points and unmet needs of potential customers are identified.
Problems are considered that need to be solved

Opportunities are mapped to determine business idea

Conditions and Resources

© oo N s WNRIRMONMNE QRGN E

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

10. Necessary Materials

1. Common/social issues or challenges in the market
Contents 2. Pin points and unmet needs of potential customers
3. Opportunities to define business ideas
4. Opportunity Mapping
1. Solve customer problems
Job/Task/Activity 2. Perform mapping of the opportunities to determine business

ideas
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Training Method

© o N AW RE

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role Play

Assessment Method

robhRE

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -3: G

enerate business idea

Assessment Criteria

1.
2.

A wide range of potential business ideas are gathered.
Different_business _models are identified, from products to
services.

Criterias are established for evaluating and screening ideas.
Ideas are eliminated that don't align with criteria

Ideas are prioritized based on their potential and feasibility.

Conditions and Resources

© oo NN RO A

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

10. Necessary Materials

Contents

Range of potential business ideas

Different business models from products to services
Evaluating and screening business ideas

Criteria for assessment and screening

Feasibility and viability of business ideas

Job/Task/Activity

Identify different business models from products to services
Evaluate and screen business ideas
Eliminate ideas that do not conform to the criteria

Training Method
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Discussion
Presentation
Demonstration
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Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Assessment Method

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -4:

terpret innovation and improvement

Assessment Criteria

Business Innovations are interpreted

Types of innovation_are interpreted

Ideas are determined for Innovative Products or Services

Ways are determined to Improve Existing Products or Processes.

Conditions and Resources

©ONOOAWNREMONE SO

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

10. Necessary Materials

Contents

1. Business innovation

2. Types of Innovations
3.
4. Ways to improve existing products or processes

Ideas for innovative products or services

Job/Task/Activity

Determine ways to improve existing products or processes

Training Method

Nk~ wWDdRE

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Assessment Method

el N =

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio
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Unit of Competency

Develop Marketing Strategy

Unit Code OU-LE-CNCCDM-03-L4-V1
Module Title Developing Marketing Strategy

This module covers the knowledge, skills and attitudes required to
Module Descriptor develop marketing strategy.

It includes the task of assessing market, preparing marketing plan and
implementing marketing techniques.

Nominal Hours

40 Hours

Lerning Outcome

After completing the practice of the module, the trainees will be able to

1.
2.
3.

perform the following tasks:
Assess market

Prepare marketing plan
Implement marketing techniques

Learning Outcome -1:

Assess market

Assessment Criteria

1. Modern marketing is interpreted
2.
3.

Differece between marketing and sales is interpreted
Market is assessed using different Survey tools to identify the
products and service gap

Stydy competitor and their strategies are identified to develop own
strategy.

Conditions and Resources

© oo N s WDNRE

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

10. Necessary training materials

Contents

Modern marketing systems

Difference between marketing and sales
Product and service gap

Various survey tools for market assessment
Competitors and their strategies

Own strategy

Job/Task/Activity
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Identify product and service gaps

Assess the market using various survey tools

Discover own strategies by identifying competitors and their
strategies
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Training Method

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role Play

© o N AW RE

Assessment Method

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
4. Portfolio

L

Learning Outcome -2:

Prepare marketing plan

Assessment Criteria

1. Demand and supply are interpreted to analysis business

2. Market segment is identified to determine the customer and
develop product and service

3. Marketing strategy is developed to ensure customers satisfaction

4. Distribution channel is identified to ensure product and service
delivery

5. Promotional strategy is developed to reach new and existing
customers

6. Salesmanship is interpreted to ensure optimum level of customer

service

Marketing budget is prepared to determine the marketing expenses.

Conditions and Resources

Workplace or Simulated Workplace
CBLM

Handout

Laptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

. Audio Video Devices

10. Necessary Tools and Equipment
11. Necessary Materials

12. Necessary PPE

© Nk~ NN
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Contents

Demand and supply in business
Customer identification, product and service development
Customer satisfaction
Marketing strategy

Supply of goods and services
distribution channel

New and existing customers
Promotional strategy

. Best level of customer service
10. Salesmanship

11. Marketing expenses

12. Marketing budget

© o N AW RE

Job/Task/Activity

1. Ildentifying market segmentation types () for customer
determination, product and service development

2. To determine the creation of marketing strategies to ensure
customer satisfaction

3. Identifying distribution channels to ensure supply of products
and services

4. Determining promotional strategies to reach new and existing
customers

5. Preparation of marketing budget to determine marketing
expenditure

Training Method

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

NG~ wWwd PR

Assessment Method

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
4. Portfolio

Sl

Learning Outcome -3: Implement marketing techniques

Assessment Criteria

1. Sales technique is applied to incrase sales
2. Branding is interpreted for positioning the products and
services
3. Value chain is determined to ensure sustainability of
business
2. Domestic/international market is interpreted to expand of business.
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Workplace or Simulated Workplace
CBLM

Handout

Laptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

. Audio Video Devices

10. Necessary Materials

Conditions and Resources

© o N AW RE

Sales strategy

Status of products and services
Branding

Business sustainability

Value chain

Business expansion

Domestic/International Markets

Contents

Apply sales strategies to increase sales
Brand to define the status of products and services
Determine the value chain to ensure business sustainability

Job/Task/Activity

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Training Method

N rwWwNMDPRPROWNMENOOMWDNRE

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

Assessment Method

NS
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Unit of Competency

Develop Products/Services

Unit Code OU-INF-ED-04-L4-V1

Module Title Developing Products/Services
This module covers the knowledge, skills and attitudes required to
develop products/Service.

Module Descriptor

It includes the task of performing designing and prototyping, adding
value proposition, following production process and performing costing
and pricing of products/services.

Nominal Hours

30 Hours

Lerning Outcome

After completing the practice of the module, the trainees will be able to
perform the following jobs:

Perform design and prototyping

Add value proposition

Follow production process

4. Perform costing and pricing of products/services

LN

Learning Outcome -1:

Perform design and prototyping

Assessment Criteria

1. Products/services are designed to create prototype as per market
demand
Product/service modeling are created in accordance with the design.

Feedbacks are collected from stakeholders to design the final
products/services.

Conditions and Resources

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

10 Necessary training materials
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Contents

Market demand

Prototype

Products/services
Product/service modeling
Final product/service design
Stakeholders

Collect feedback

Job/Task/Activity

PN O owhdE

Design products/services to create prototypes as per market
demand

Creat product/service modeling according to design
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Training Method

© o N AW RE

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role Play

Assessment Method

el NS =

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -2:

Add value proposition

Assessment Criteria

1. The product/service is configured based on feedback
2. Social problems are identified and addressed for business

3.

sustainability.
Customer demands are analyzed to provide tailormade solution.

Conditions and Resources

© oo Nk WD R

Workplace or Simulated Workplace
CBLM

Handout

Laptop/Computer

Multimedia Projector
Paper, Pen, Pencil,
Internet Facilities
White Board and
Audio Video Devices

10. Necessary Tools and Equipment
11. Necessary Materials
12. Necessary PPE

Contents

Customer Feedback Feedback
Product/Service Configuration
Sustainable business of business
Identifying social problems
Tailored solutions

Job/Task/Activity

MRl wd e

Tailoring product/service configurations based on feedback
Identify and solve social problems for sustainable business
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Training Method

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

N G ~WDPE

Assessment Method

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

o

Learning Qutcome -3:

Follow production process

o

Assessment Criteria

=

Fixed assets are identified and purchased as per target production
Raw materials are sourced based on production process

Finished goods are identified and sourced in order to process the
production

4. Quality Assurance and Testing are conducted for Ensuring the
product/service meets quality standards

Products/services are launched following the target market

w N

Conditions and Resources

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

. Audio Video Devices

10. Necessary training materials

© N RN RO

Contents

Fixed assets

Purchases are made according to production
Production process

Raw materials

Manufacturing process

Finished Goods Finished Goods
Product/service quality standards

Quality assurance and testing

Target market target

Job/Task/Activity
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Identify and collect finished goods Raw materials a to complete
the manufacturing process
2. Check quality as per standards to ensure product/service quality
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Launching products/services following target market targets

Training Method
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Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role Play

Assessment Method

e N S

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome - 4:

Perform costing and pricing of products/services

Assessment Criteria

1.

o

Cost is interpreted to identify the category of cost

Cost is calculated for manufacturer and service operator
Cost is calculated for retailer and wholesaler

Price is determined based on the pricing methods.

Conditions and Resources

© oo N O~ WD R

Workplace or Simulated Workplace
CBLM

Handout

Laptop/Computer

Multimedia Projector
Paper, Pen, Pencil,
Internet Facilities
White Board and
Audio Video Devices

10. Necessary Materials

Contents

Division of Costs

Manufacturers and service operators
Retailers and Wholesalers

Pricing methods

Pricing

Job/Task/Activity

wn RO owd e

Calculate the cost for the manufacturer and the service operator

Calculate costs for retailers and wholesalers
Determine the price based on the pricing method
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Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Training Method

N G ~WDPE

Assessment methods may include but not limied to:

Written Test
Demonstration
Oral questioning
Portfolio

Assessment Method

el NS
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Unit of Competency

Manage Organization

Unit Code OU-INF-ED-05-L4-V1

Module Title Managing Organization
This module covers the knowledge, skills and attitudes required to
manage organization.

Module Descriptor It includes the task of developing strategic planning and structure,

interpreting human resource planning tools, performing communication
and management, following legal and ethical compliance and managing
crisis and risk, managing staff and managing inventory.

Nominal Hours

50 Hours

Lerning Outcome

After completing the practice of the module, the trainees will be able to

NoogakrwdpE

perform the following tasks:

Develop strategic planning and structure
Interpret human resource planning tools
Perform communication and management
Follow legal and ethical compliance
Manage crisis and risk

Manage staff

Manage inventory

Learning Outcome -1: Develop strategic planning and structure

Assessment Criteria

1.

Organizational mission and vision are developed based on nature of
the orgainization.

Organizational goals and objectives are established on the basis of
developed a mission and vision.

Components of strategic plan is identified to achieve goal
Reporting highrearcy are determined based organizational structure.

Conditions and Resources
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Workplace or Simulated Workplace
CBLM

Handout

Laptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

10. Necessary training materials

Contents

oL RE

The nature of the organization
Organizational Mission and Vision
Organizational goals and objectives
Elements of strategic planning
Organizational structure

Reporting channel
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Job/Task/Activity

Identify strategic planning elements to achieve goals

Training Method

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role Play

© o NN R R

Assessment Method

Assessment methods may include but not limied to:

1. Written Test

2. Demonstration
3. Oral questioning
4. Portfolio

Learning Outcome -2: |

nterpret human resource planning tools

Assessment Criteria

1. Resource mapping is interpreted to identify requirement of human
resorces

Components of HR management is identified.

Process of Employees recruitment is interpreted

Training needs are identified to build capacity of the staff.
employee performance/KPIs are interpreted to identify work
performance.

arw

Conditions and Resources

Workplace or Simulated Workplace
CBLM

Handout

Laptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

. Audio Video Devices

10. Necessary Training Materials

©ooN O~ E

Contents

Human resource requirements

Resource Mapping

Elements of HR Management

Employee Recruitment Process

Training requirements for capacity building of employees
Employee performance/KPIs and their requirements

Job/Task/Activity

Identify the elements of HR management
Identify training needs for capacity building of staff

A e E AR L R I
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Training Method

© NP oA ®N R

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Assessment Method

Assessment methods may include but not limied to:

1

2.
3.
4

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -3: Perform communication and management

Assessment Criteria

1.

internal and external communication channels are interpreted
according to organization structure.

Workplace cooperation is practiced based on communication
channels.

stakeholders are engaged as per organization structure

Employees feedback are evaluated to engage them all level of
activities.

Roles of management are interpreted according to the
organizational structure.

Conditions and Resources
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Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

10. Necessary Training Materials

Contents

Internal and external communication channels
Collaboration at work

Organization structure

All levels of activity

Evaluate employee feedback

Role of management according to organizational structure

Job/Task/Activity
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Practice collaboration in the workplace based on
communication channels
Evaluate staff response to engage in all levels of activity
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Training Method
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Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving

. Brainstorming

Assessment Method

Assessment methods may include but not limied to:

1. Written Test
2. Demonstration
3. Oral questioning

4. Portfolio

Learning Outcome -4: Follow legal and ethical compliance

Assessment Criteria

1. Bangladesh Labour Act.is interpreted to implement within the
organization.

Ethical tools are developed according BLA.

Contracts and legal agreements are prepared as per business needs.

Conditions and Resources

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

. Audio Video Devices

10. Necessary Tools and Equipment
11. Necessary Materials

12. Necessary PPE

©®ONDOE WD WN

Contents

Relevant Bangladesh Labor Act
Ethical Tools
Contracts and Legal Agreements

Job/Task/Activity

Develop ethical tools according to the BLA
Prepare contracts and legal agreements as per business
requirements

N ERlw e

Training Method

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving

No ok owbhde
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8. Brainstorming

Assessment methods may include but not limied to:
1. Written Test

2. Demonstration

3. Oral questioning

4. Portfolio

Assessment Method

Learning Outcome -5: Manage crisis and risk

1. Crisis response plans are developed based on business requirement.
Risks are assessed to mitigate during crises.

Response of crises team is formed durisng emergencies.
Post-incidents are analysised and reported to get the learning.

Assessment Criteria

Workplace or Simulated Workplace
CBLM

Handout

Laptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

. Audio Video Devices

10. Necessary Training Materials

Conditions and Resources
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Crisis response plan.

Business risk

Ways to mitigate business risks.
Emergency situation

Crisis Team

Ways to analyze events post-event.

Contents

Develop crisis response plans based on business needs
Assess risks to mitigate them during a crisis
Form crisis team in case of emergency

Job/Task/Activity

Training Method Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving

. Brainstorming
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Assessment methods may include but not limied to:

1. Written Test

2. Demonstration
3. Oral questioning
4. Portfolio

Assessment Method
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Learning Outcome -6: Manage staff

Assessment Criteria

=

Leadership style is demonstrated to guide the staffs
Stress management tools are used to reduce stress
Decession making skills are demonstrated to make decision.

Conditions and Resources

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

0. Necessary Materials

Contents

Leadership style

Stress

Stress management tools
Decision Making Skills

Job/Task/Activity

Demonstrate leadership style to guide employees
Using stress management tools to reduce stress

Training Method
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Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Assessment Method

Assessment methods may include but not limied to:

1.
2.
3.
4.

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -7: Manage inventory

Assessment Criteria

1.

N
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Product category is identified to arrange products in groups
according to business

Procurement/manufacturing are performed to add product in
inventory

Reorder level is set to ensure minimum inventory in hand
Damaged/returned and expiry are recorded to update inventory
InventoryRecord is maintained to update inventory

Optimum order quantity is set on the basis of demand to maintain
required inventory
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Storage is maintained to identify location and capacity of inventory.

Conditions and Resources

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

O Necessary Training Materials

Contents
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Need to sort products into groups according to business
Product category

Inventory

Requirement to add product to inventory

Method of procuring/manufacturing products
Minimum inventory

Repurchase Level Set

Requirement to update inventory

. Damaged/returned and expired items

10 Inventory Record

11. Maintain necessary inventory
12. Optimum order quantity

13. Location and inventory capacity
14. Maintaining storage

Job/Task/Activity

1.
2.
3.

o

Procuring/manufacturing goods to add goods to inventory
Setting repurchase levels to ensure minimum inventory on hand
Damaged/returned and expired items are recorded for updating
in inventory.

InventoryRecord is maintained to update inventory
Determining optimal order quantity based on demand to
maintain required inventory

Maintaining storage to identify location and inventory capacity

Training Method

© N U A ®WN R

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving

. Brainstorming

Assessment Method

Assessment methods may include but not limied to:

1.

Written Test
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2. Demonstration
3. Oral questioning
4. Portfolio
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Unit of Competency

Execute Financial Management

Unit Code OU-INF-ED-06-L4-V1

Module Title Executing Financial Management
This module covers the knowledge, skills and attitudes required to
execute financial management.

Module Descriptor

It includes the task of preparing financial planning, arranging required
capital/fund, maintaining financial records and analyzing financial
ratio.

Nominal Hours

40 Hours

Lerning Outcome

After completing the practice of the module, the trainees will be able to
perform the following jobs:

Prepare financial planning

Arrange required capital/fund

Maintain financial records.

Analyze financial ratio

PR

Learning Outcome -1:

Prepare financial planning

Assessment Criteria

1. Banking knowledge is interpreted to gain the basics of banking
procedure.

Conditions and Resources

2. Total project planning is prepared as per business requirements
3. Fixed asset planning is done as per business requirements

4. Sales planning is prepared based on sales estimation

5. Profit planning is done according to business cost and sales

6. Cash flow planning is prepared for managing cash

7. Pre operating planning is prepared to develop project planning.
1. Workplace or Simulated Workplace

2. CBLM

3. Handout

4. Taptop

5. Multimedia Projector

6. Paper, Pen, Pencil,

7. Internet Facilities

8. White Board and

9. Audio Video Devices

10. Necessary training materials

Contents

Fundamentals of Banking System

Banking knowledge

Total project planning

Fixed asset planning

Sales plan

Profit planning according to business costs and sales
Cash flow planning to manage cash

Pre-Operating Plan to develop business plan

NGk wWDdRE
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Job/Task/Activity

Prepare total project plan as per business requirements

Plann fixed assets according to business requirements
Prepare sales plan based on sales forecast

Plan the profit according to the cost and sales of the business
Prepare cash flow plan to manage cash

Prepare pre-operational plans for developing project plans

Training Method
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Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role Play

Assessment Method

Assessment methods may include but not limied to:

1.
2.
3.
4.

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome -2:

Arrange required capital/fund

Assessment Criteria

1.

Investment mapping is interpreted to identify investment
opportunities

Capital investment is calculated for business investment
Investment readiness is exicuted to get fund/capital

Working capital is calculated for business investment

Source of startup capital is identified for business investment.

Conditions and Resources
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Workplace or Simulated Workplace
CBLM

Handout

Laptop/Computer

Multimedia Projector
Paper, Pen, Pencil,
Internet Facilities
White Board and
Audio Video Devices

10. Necessary Training Materials

Contents
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Identifying investment opportunities
Investment Mapping

capital investment

Preparation of investment
Calculation of working capital
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Sources of startup capital

Job/Task/Activity

Complete investment preparations to obtain funds/capital
Calculate working capital for business investment
Identify sources of startup capital for business investment

Training Method
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Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Assessment Method

Assessment methods may include but not limied to:

1. Written Test

2. Demonstration
3. Oral questioning
4. Portfolio

Learning Qutcome -3:

Maintain financial records.

Assessment Criteria

1.

Bill, vouchers and cash memo are maintained according to account
system

Sales day book and purchase day book are maintainedto to record dg
transaction

Cash book and Bank book are interpreted and maintained based on
business types.

Conditions and Resources

© N s WDNRE

Workplace or Simulated Workplace
CBLM

Handout

Taptop

Multimedia Projector

Paper, Pen, Pencil,

Internet Facilities

White Board and

Audio Video Devices

10. Necessary training materials

Contents
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Bill

Voucher

Cash memo

Accounting system

Daily transactions record
Sales accounts book
Purchase accounts book
Cash book and bank book
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Type of business

Job/Task/Activity

Maintain bills, vouchers and cash memos as per accounting
system

Maintain sales day book and purchase day book to record daily
transactions

Maintain cash books and bank books

Training Method
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Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming
Role Play

Assessment Method

Assessment methods may include but not limied to:

1.
2.
3.
4.

Written Test
Demonstration
Oral questioning
Portfolio

Learning Outcome - 4:

Analyze financial ratio

Assessment Criteria

1.

Return on investment is prepared to identify return against in
investment

Profit ratio is prepared based on sales and cost to make business
decision

Fixed asset working capital ratio determined to make business
improvement decision

Breakeven Point is presumed according to sales volume and time.

Conditions and Resources

© N O LD REA

Workplace or Simulated Workplace
CBLM

Handout

Laptop/Computer

Multimedia Projector
Paper, Pen, Pencil,
Internet Facilities
White Board and
Audio Video Devices

10. Necessary Materials

Contents
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Investment return

business decisions

profit ratio

Fixed assets and working capital ratio
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Sales volume
Break even point according to time and volume of business

Job/Task/Activity

Prepare tentative return on investment to identify return against
investment

Prepare profit ratio based on sales and cost for making business
decisions

Determine fixed assets and working capital ratios to make
business improvement decisions

Training Method

Discussion
Presentation
Demonstration
Guided Practice
Individual Practice
Project Work
Problem Solving
Brainstorming

Assessment Method

PoONME 0N OGA WD E

Written Test
Demonstration
Oral questioning
Portfolio
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Glossary

Assessment Criteria

The list of criteria by which the learning outcomes of a trainee are judged or not is called
assessment criteria. It also provides guidance on what training methodology will be followed in
the classroom, workshop and field.

Assessment Procedures

The technique followed to gather evidence for the purpose of recognizing a trainee for his or her
specific competence is called an assessment method. It may include methods or techniques such
as questionnaires, observations, third-party reports, interviews, simulations and portfolios.

Assessor
A person certified by a certification authority to assess a trainee's competency for certification is
called an assessor.

Trainer

A trainer is a certified professional person who is capable of developing the competence of a
trainee or a group of trainees in a particular occupation or trade. A trainer in skill development
works as a trainer, assessor, training designer and developer and training supervisor.

National Certificate of Competence

A certificate of proficiency awarded to a trainee who has attained a qualification approved by a
National Skill Development Authority for a particular level of the National Qualification
Framework.

Statement of Achievement
Certificate issued by the Skill Development Authority to the trainee who has achieved proficiency
in any one or more Unit of Competency in the assessment.

Evidence
Evidence is the single attainment document or determinant of a trainee's competency. This
evidence is collected from multiple sources in multiple ways.

Curriculum

A curriculum outlines what students are expected to learn, the sequence of topics to be covered,
and the overall goals and objectives of the educational program. It serves as a blueprint for teachers
to plan their lessons and provides a framework for organizing and delivering instruction. It
encompasses the content, instructional methods, learning objectives, and assessments that guide
the teaching and learning process

Course design

It is the main component of Competency Based Curriculum. These include course and course
descriptions, qualification levels, units of competence, learning outcomes, course structure,
competency breakdowns, assessment methods, trainer and assessor qualifications and a list of all
resources.

Course Description
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The course description includes the relevance of the proposed course to industry, enterprise or
community requirements and skill acquisition upon completion of training.

Course Learning Outcome
Course “"Learning" describes the competencies students will acquire upon successful
completion of the course modules.

Course Structure
It describes the modules sequentially. The nominal duration of each module is also specified
in the course structure.

Course Title
The name of the course given from the competency analysis is the course title. It gives a clear
idea of what is in the course.

Course delivery
The description of how a course will be delivered in a classroom or workshop is called course
delivery.

Face to face training delivery
Traditional classroom based teaching-learning system where the instructor plays the main
role.

Learning conditions

The requirements under which the teaching-learning process and assessment will be
conducted. This includes equipment and materials, training facilities, learning materials such
as books, manuals, multi-media and other resources. It also specifies the scope or extent of
equipment and facilities for conducting the assessment. It deals with the range of variables of
the competency standard.

Competency Standards

A competency standard is a detailed description of the knowledge, skills, and behaviors
required to perform a job assigned to an employee in the actual workplace. Competency
standards are developed based on Learning Outcomes. It is also called industry standard as
this standard is made under the direct supervision of the concerned industrial organization
according to the needs of the concerned industrial organization.

Competency analysis
Describes how many modules there will be from each unit of competency.

Elements of Competence
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An element of competency is an outcome-based set of skills by which a person must be able
to perform a specified job to a standard specified in the unit of competency.

Evidence

Evidence that is collected to judge whether a learner has achieved a competency according
to a competency standard. Evidence must be consistent with competency standards.
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Skills
Skills are the ability of an employee to apply the knowledge and skills required to perform a
job assigned to him/her at work.

Sandayan
The process of awarding a certificate when a student successfully completes all the units of
a prescribed qualification is called certification.

Module descriptor
Module Descriptor Competency Standards relate to the Unit Descriptor and describe the
overall purpose of the module with an emphasis on learning outcomes.

Module title

Module titles correspond to competency units of Competency Standard-AA. However, this does
not mean that there will be one module for each competency unit. The number of modules is
determined based on the learning outcomes/components covered in the competency unit. In some
cases a competency unit may consist of two training modules or sometimes two competency units
may be combined to form one training module. The module must be given a proper name. The
name of the module will reflect the group of components/learning outcomes that the training
module belongs to.

learning outcomes

Learning outcomes relate to competency standard elements. It describes what skills, knowledge
and behaviors students will learn to effectively apply in the workplace after training. Action Verb
is used to describe learning. Learning outcomes must include what actions must be taken,
performance conditions and criteria. Any product, service or decision will be available as a result
of the learning.

Performance standards

The standards against which an employee is expected to perform at work are performance
standards that can be seen and measured. Each element of the competency standard has multiple
performance standards.

Nominal time

The nominal time allocated against each learning outcome is called nominal time. In CBT the
actual time for the learning outcome depends on the importance of the learning outcome and a
learner's ability to achieve it. So the actual time is calculated based on the achievement of the
learning outcome efficiently. Hence the nominal time learning outcome is payable. Achievement
does not matter.

Resource

Machinery, equipment, goods and other physical facilities required for the implementation of the
course.
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