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Business BuildéRetailer Individualin this position also known afore owner,
oukandaaror retail outlet ownerowns his/her business, whilee/sheis the
primary or sole operator for the busines#io employs / engages others for
daily operations. Incase of direct selling, the individual manages a team an
responsibé for selling of goods to consumers away from the fixed retail outl
either from home or any other nestore location

Brief Job Descriptionindividualin this positionstarts assuming the role of an
employerand conducs profitable operations from trader business

Personal Attributes:The individual needs to be physically fit to be able to f
tasksefficiently andbe mentally balancedto be able tomotivate self to dea
with unexpected situations, if any. He/she should also have product/se
knowledge, business acumen, customer service skills and people manag
skills
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NSQC Clearance on

Role Description

Job Role Business BuildéRetailer

.“ VA N-S+D+C
2 National
G Skill Development
A I Corporation

GOVERNMENT OF INDIA
MINISTRY OF SKILL DEVELOPMENT
& ENTREPRENEURSHIP

Qualifications Packor Business Builder/Retailer

Transforming the skill landscape

RAS/Q02@
Business BuildéRetailer

TBD 1.0
Retail 31/03/2016

21/05/2021

NN CVETAEICIN 26/05/2024
27/05/2021

Retail Business

Consumer Sales

Individuals in this position will own his/her own busin@sshe capacity of
an owner who engages a small team for daily operations and sales

NSQHRevel

Minimum Educational
Qualifications

Maximum Educational
Quialifications

5

10th Standard Pass

OR
ITI Pass (2 Years after Class 8)

OR
Certified in NSQF level 4 Job role of Retail Sector / Any following Job ro
Individual Sales Professional/ Retail Sales Associate/ Retail Sales Asso
Cum Cashier/ Retail/ Seller Activation Executive/ Distributor Salesman
Not applicable

Training
(Suggested but not
mandatory)

Selling and Negotiation skills, Business DevelopmeterpersonalSkills

Minimum Job EntryAge

18 yearspreferably

Experiene

1 year experience in Sales

Applicable National
OccupationalStandards
(NOS)

Compulsory:

RAS / NO209mplementlegalcompliances, policies and procedures

RAS / NO21@Plan andnanage finances taccomplish business objectiv

RAS / NO21Manage inventory and sales

RAS / NO21Manage narketingand saleof goods and services

RAS / NO213mplementbusiness systenendprocesgs

RAS / NO@6 Meet health and safetyequirementsat place of work

RAS / NO2B Build relationshipswith vendors/dealergo ensure smooth

business operations and increase sales

8. RAS / N020Manage customer needs through need identification ang
strong customer relationship

9. RAS / N0214xhibit business acumeselfdisciplineand demonstrate
leadership skills

Optional:

N.A.

NoahkwdE

Performance Criteria

As described in the relevant OS units

N
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Qualifications Packor Business Builder/Retailer

Keywords /Terms

Core /Generic Skills

Description

Core Skills or Generic Skills are a group of skills that are essential to perfol
activities and tasks defined for the job role.

National Occupational
Standards

NOS are Occupational Standards wtialie been endorsed and agreed to by
the Industry Leaders for various roles.

Description

Description is a short summary of the relevant content

Job Role

Job role defines a unique set of functions that together form a unique
employment opportunity in an organization

Knowledge &
Understanding

Knowledge and Understanding are statements which together specify the
technical, generic, professional and organizational specific knowledge
that an individual needs in order to perform to the required standard

Occupation

Occupation is a set of job roles, which perform similar/related set of
functions in an industry

Occupational Standard
(OS)

OS specify the standards of performance an individual must achieve
when carrying out a function in the workplace, together witle t
knowledge and understanding they need to meet that standamaksistently.
They are applicable in the Indian and global context.

Organizational Context

Organizational Context includes the way the organization is structured
and how it operates, includg the extent of operative knowledge
managers have of their relevant areas of responsibility

Performance Criteria

Performance Criteria are statements that together specify the standard
of performance required when carrying out a task

Qualification Pack

Qualifications Pack comprises the set of OS, together with the educational,
training another criteria required to perform a job role. A
Qualifications Pack is assigned a unique qualification pack code.

Quialification Pack Cod

Qualifications Pack Codeaisinique reference code that identifies a
Qualifications pack.

Scope

Scope is the set of statements specifying the range of variables that an
individual may have to deal with in carrying out the function which have
a critical impact on the quality gferformance required.

Sector

Sector is a conglomeration of different business operations having similar
Businesses and interests. It may also be defined as a distinct subset of the
economy whose components share similar characteristics and interests

Technical Knowledge

Keywords /Terms
NA

Technical Knowledge is tlspecializedknowledge needed to accomplish
specific designated responsibilities.
Description |

NA
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RAS/ N 0209 Implementlegal compliances, policies and procedures

National Occupational
Standard

Overvi ew

This unit is abouwarenessand implementationof legalcompliances, policies and
procedures forY | y I 3 A yisiness S Q &

4| Page
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T
AT I
GOVERNMENT OF INDIA
MINISTRY OF SKILL DEVELOPMENT
& ENTREPRENEURSHIP

VA N-S5-D-C
National
Skill Development
Corporation

Implementlegal compliances, policies and procedures

[UniCode " Ras N o

Unit Title . ..
(Task) Implementlegalcompliances, policies and procedures

Description

This unit deals in sub tasks that le&mleffectiveimplementation oflegal
compliances, policies and procedures fig@naging dusiness

Scope

Thisunit/task covers the following:

9 Liaison and interact with local corporations and government bodies for
smooth conduct of business

1 Awareness ofef and teamon legalcompliance, different forms of contracts
and agreements, legal aspects of finantiahsactions, quality norms and
legal requirements with regards to sale of products and services

1 Awareness of safety hazards and implement policies and procedures to
ensure goods are handled, stored and transported safely and according t
requirements fordangerous and hazardous materials.

This role is specific to improving the efficienciesBiusiness Builder/Retailer

Performance Criteria(PC) w.r.t. the Scope

Element

Liaison and interact with
local corporations and
government bodies for
smooth conduct of
business

Performance Criteria

Tobe competent, the user/individual o%he job must be able to
identify local corporations and government bodies that have a bearing
the particular business

identify the contact persons of the particular corptions and
government bodies

interactand maintain relationships with the key persons to ensure smg
functioning of business

PC1.

PC2.

PC3.

Awareness of slf and
team onlegal
compliance, different
forms of contracts and
agreements, legal
aspects of financial
transactions, quality
norms and legal
requirements with
regards to sale of
products and services

PC4. determine key elements of major legal oversight systems affecting
busines operationsandfollow relevant rules and policies

compare various issues-affecting different.forms of contract and
agreements within business operations

ensureteamconformance to the relevant rules and policies for smooth
functioning of business

describe the concept of minimizing losses and maximizing gains

PC8. articulatelegal aspects of financial transactions within business operat
PC9. describelegal requirements for the sale of products and services
PC10.describevarious methods of regulating paterasid trademarks in local

business environment

PCS5.

PC6.

PCT.

Awareness of safety
hazards and implement
policies and procedures
to ensure goods are
handled, stored and
transported safely and
according to

PC11.identify andadhee to policies and procedures to ensure goods are
handled, stored and transported safely and according to requirements
dangerous and hazardous materials

PC12.ensuresecurity checks and balances are condudtedrevent hazards
and risks involved in thiusiness process

PC13.describeways and means to handle emergencies and mitigate risks

PC14.record, store and transfer information according to legislative and

5|Page

Transforming the skill landscape
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requirements for business requirements

dangerous and
hazardous materials

Knowledge and Understanding (K)

A. Organizational The user/individual on the job needs to know and understand:
Context(Knowledge | KAL. local corporations/authorities that have a bearing on the particular
of the company business

KA2. policies and procedurehat have a bearing on the particular business

organization and its " : ) .
g KA3. legalformalities applicable for the particular business
processes)
B. Technical The user/individual on the job needs to know and understand:
Knowledge KB1. knowledge okystems and processé@s/olved in the business

KB2. hazards and risks involved in the business
Skills (S)Optional]
A. Core Skills/ Writing Skills

Generic Skills

The user/ individual on'the job needs to know and understand how to:
SAl. completelegaldocumentation accurately
SA2. collate legaldata when required

Reading Skills

The user/individual othe job needs to KR&{v and understand how to:
SA3. readlegal documentation and related informati@ccurately
SA4. read and interprelagreements, legal documents

Oral Communication (Listening and Speaking skills)

The user/individual on the job needs to knawd understand how to:
SAS. use gestures or simple words to communicate where language barrier
exist
SA6. use questioning to minimise misunderstandings
SA7. display courteous and.helpful behaviourat all times
B. Professional Skills | Decision Making

Theuser/individual on the job needs to know and understand how to:
SB1. make appropriate decisions regardirgjated to legal procedures and
policies

Plan and Organize

The user/individual on the job needs to know and understand how to:
SB2. prioritize activitiesand €£hedule daily activities accordinglgllocate start
times, estimatecompletion timesdocumentation, materiahnd assistance
required for completion.

6| Page
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Customer Centricity

The user/individual on the job needs to know and understaow to:
SB3. build strongrelationshipswith representatives from local corporations,
government organizations

Problem Solving

The user/individual on the job needs to know and understaow to:
SB4. identify problems immediately and take up solutions quickly to resolve
problems, deviations andelays
SB5. evaluate the problem, identifpossible solution(s) and adopt an
optimum /best possible solution(s)
Analytical Thinking
The user/individual on the job needs to know and understaowt to:
SB6. interpret data and legal documentatiaandarrive atinference
SB7. break down complex problems into single andnageable component
within the scope of responsibility
Critical Thinking

The user/individual on the job needs to know and understaow to:
SB8. apply, analyze, and evaluate the information gathered from observatio
experience, reasoning, or communication, as a guide to thought and a

7| Page
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NOS Version Control

NOSCode RAS / N 0209

Credits(NSQF) TBD 10
Industry Retail | Drafted on 31/03/2016
Industry Subsector Retail Business | Last reviewed on 21/05/2021

Occupation Consumer Sales Next review date 26/05/2024
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RAS/ N 0210 Plan and managefinances to accomplish business objectives

National Occupational
Standard

Overvi ew

This unit is aboutunderstanding and implementation offinancial activities critical to
business

9| Page
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Plan and managefinances to accomplish business objectives

Plan andmanage finances to accomplish business objectives

This unit is about understanding and implementation of financial activities critic
to business

h OOdzL

bl GA2YI

Maintain Profit & Loss

Scope

Thisunit/task covers the following:
1 Maintain Profit & Loss Accounts
1 Negotiateandgeneratecredit from vendors/suppliers
I Raiseadditional funds for business expansion
1 Implementsecurityprocedures with respect to monetary transactions

This role is specific to improving the efficiencies Business Builder/Retailer

Performance Criteria(PC) w.r.t. the Scope

Element

Accounts

Performance Criteria

Tobe competent the userfindividual on the job must be able to

PC1.
PC2.
PC3.
PC4.

describeelements ofbasic financial accounting
educate team-on condurigbasic accounting tasks
createand maintainaccountingreports
describesources of profits and &

cAilses of losses as reflected in the repa

Negotiate and generate
credit from
vendors/suppliers

PCS.
PC6.

assess and interpret information on costs and resource allocation
instructteam members tactivelycontrol costs in their areas of
responsibility

understand the business cycle from accounting point of view
PC8. calculate breakeven point andbayment schedules

PC9. calculate credit amount and credit period required in order to break eve
PC10.define vendor credit cycl® ensure smooth borrowing process
PC11.negotiate with vendor and finalise credit cycle

PC7.

Plan monitor and
recordthe cash flow

PC12.identify credit sources for berrowing of funds

PC13.explainthe terms and conditions of sources offering credit

PC14.assess risks involved in borrowing / raising of funds

PC15. select the suitable credsource after evaluation of creditors

PC16.raise additional funds for business @xsion

PC17.promptly implement recommendations for improving cost reductamd
communicate to team

Ensure implementation
of security procedures
with respect to

monetary transactions

PC18.maintain procedures in regard to preparation of budget or target figures

PC19.compare, analyse, document and report budget and actual sales reven
and expenditure figures, according to budget targets

PC20.identify and describ@ossiblefraudulent activities in monetary and
financial transactions

PC21.implementprocedures and systente prevert monetary losses due to
fraudulent activities

PC22.implement, nonitor and maintain store systems for recording sales figur
revenue and expenditure

10| Page
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Knowledge and Understanding (K)
A. Organizational The user/individual on the job needs to know and understand:

Context(Knowledge
of the company /
organization and its

KALl. theimportance of error free accounting
KA2. legal implications of erroneous accounting
KAS3. reporting forms and formats of the organisation

processes)
B. Technical Theuser/individual on the job needs to know and understand:
Knowledge KB1. basic mathematical skills

KB2. elements, specifito business, that need to be considered in accounting
KB3. popular ways of accounting

KB4. risks management while expanding business

KB5. basic of IT systems for accounting purpose

Skills (S)Optional]

A. Core Skills/ Generic| Writing Skills

Skills The user/ individual on.the job needs to know and understand how to:
SA1. recordand update books ofaounts
SA2. complete aceounting and financialocumentation accurately
SA3. collate finaneial and accountindata when required

Reading Skills

Theuser/individual on the job needs to know'and understand how to:
SA4. readaccounting and financiahformation accurately
SA5. read and interpret data sheets

Oral Communication (Listening and Speaking skills)

The user/individual on the job needs to know and understand how to:
SAB. use gestures or simple words to communicate where language barriers
exist
SA7. use questioning to minimise misunderstandings
SA8. displaycourteous and helpful behaviour at all times
B. Professional Skills | Decision Making

The user/individual on the job needs to know and understand how to:
SB1. make appropriate decisions regardifigancial matters

Plan and Organize

The user/individual otthe job needs to know and understand how to:
SB2. plan and organizaccounting files/documents
SB3. plan for controlling costs, resource utilization
SB4. manage time to prepare, negotiate and complete budgets
Customer Centricity

The user/individual on the jolmeeds to know and understarftbw to:
SB5. build relationshipsvith banks, accounting firmend other financial
institutions

11| Page
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RAS/ N 0210 Plan and managefinances to accomplish business objectives

Problem Solving

The user/individual on the job needs to know and understao to:
SB6. identify problems immediately and take @plutions quickly to resolve
delays
SB7. think through the problem, evaluate the possible solution(s) and adopt
optimum /best possible solution(s)
Analytical Thinking

The user/individual on the job needs to know and understao to:
SB8. interpret financialdataand arrive ainferences
SB9. break down complex problemelated to finance and accounisto single
and manageable components
Critical Thinking

The user/individual on the job needs to know and understaow to:
SB10.apply;-analyze, and evaluate-thinancialinformation gathered from
observation, experience, reasoning, or communication, as a guide to
thought and.action

12| Page
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RAS /N 0210

Credits(NSQF) TBD

Version number

Industry Retail

| Drafted on

Industry Subsector Retail Business

| Last reviewed on

Occupation Consumer Sales

Next review date
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National Occupational
Standard

Overvi ew

This unit is abouttonductingappropriate market analysis to ensure that the right product is
stocked in right quatities and sold in the rightmanner.
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Manage inventory and sales

Unit Title Manage inventory and sales
(Task) ° ’

Description This unit is about ensuring appropriate market analysis to ensure that the right
product is stocked in right quantities and sold in the correct manner
Scope This unit/task covers the following:

1 Conduct market analysis to identifustomerand phnproduct
assortment/stocksaccordingly
1 Ensure effective management of Inventory and Sales

This role is specific to improving the efficienciea Blusiness Builder/Retailer

Performance Criteria(PC) w.r.t. the Scope

Element

Conduct market
analysis to identify
need and plan
assortment/stocks
accordingly

Performance Criteria
Tobe competent, the user/individual on the job must be able to

PC1.
PC2.

identify target-audiencionsumerprofile
identify buying patterns and analyse sales data to define assortments an
modify them as per trends obseryeg

understandcompetitors/other playersgubstitute products

determine means to forecast demands on inventory

describe thémportancefor monitoring market trends and technology
changes as part of managing inventory demands

PC3.
PCA4.
PCS.

Effective inventory
and sales
management

Knowledge and Understanding (K)

A. Organizational
Context

(Knowledge of the

company /
organization and

its processes)

PCG6.
PCT.

describeinventory/procuring capacity as peemand
determinerequiredinventoryis on hand

PC8. monitor stock levels and maintain egquired levels

PC9. coordinate stocktake or cyclical count
PC10.understandoperational costs

PC11.define targetsfor self and teamto achieve business gains
PC12.match logistics of delivery to inventory supply requirements
PC13.calculate profits and margins

PC14.take steps tqrevent inventory losses

PC15.plan for contingenciei case of stockout

The user/individual on the job needs to know and understand:
KAL. products/services involved in the business
KA2. related products/services
KA3. competitors and substitutes
KA4. all costs involved
KAS5. possible contingencies

15| Page

Transforming the skill landscape



NOS

VA N:S-D-C
National
Skill Development
Corporation

Retailers Association’
7/:\( skill Councl of India National Occupational Standards T S | Tandomingth il ndsaps
RAS/ N 0211 Manage inventory and sales
B. Technical The user/individual on the job needs to know and understand:
Knowledge KB1. equipmentinvolved ithe business

KB2. calculating various costs
KB3. possible sources of losses

Skills (S)Optional]

A. Core Skills/ Writing Skills
Generic Skills

The user/ individual on the job needsknow and understand how to:
SAl. completeinventory and saleselateddocumentation accurately
SA2. collate market informationdata when required

Reading Skills

The user/individual on the job needs to know and understand how to:
SA3. readmarket research reportsnventory and saleselatedinformation
accurately
SA4. read and interpremarket research data, inventory and satetated
information
Oral Communication (Listening and Speaking skills)

The user/individual on the-job  needs to know and understand how to:
SA5. use gestures or simple words to communicate where language barriers e
SA6. use questioning to minimise misurstandirvgmin team or any other
stakeholder
SAY. display courteous:and helpful behavidorthe teamat. all times
B. Professional Skill§ Decision Making

The user/individual on the job needs to know and understand how to:
SB1. make appropriate decisions regarding the responsibilities of the job role

Plan and Organize

The user/individual on the job needs to know and understand how to:
SB2. planfor conducting market research and demand forecast

SB3. schedule daily activitiedyelp team prioritise and organise taskdlpcate start
times, estimate completion timesmaterials, equipment and assistance
required for completion.

Customer Centricity

The user/individual on the job needs to know and understaodg to:
SB4. build customer relationshipaith vendorsby using customer centric approact

Problem Solving

The user/individual on the job needs to know and understaod to:
SB5. identify problemsmmediately and take up solutions quickly to resolve delg
SB6. think through the problem, evaluate the possible solution(s) and adopt an

optimum /best possible solution(s)

16| Page
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Analytical Thinking

The user/individual on the job needs to know and understaodg to:
SB7. interpret and infer market researatiata
SB8. analayse impact of various factors on current and future demand for
inventory
SB9. break down complex problems into single and manageable components
within his/her area of work
Critical Thinking

Theuser/individual on the job needs to know and understéuadv to:
SB10.apply, analyze, and evaluate the information gathered from observation,
experience, reasoning, or communication, as a guide to thought and actio

17| Page
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NOS Version Control

NOSCode RAS /N 0211

| Drafted on 31/03/2016

Costrevieied on  |ERICERER

‘ Next review date 26/05/2024

Credits(NSQF) TBD
Industry Retail
Industry Subsector Retail Business

Occupation Consumer Sales
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National Occupational
Standard

Overvi ew

This unit is aboumarketingand planningpromotions to maximizebusinessreach.
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Manage marketingand saleof goods and services

_l A .
Unit Title , .
N
S (Task) Manage marketingand saleof goods and services
@) Description This unit deals isub tasks thatead to maximum reach with the help pfomotions
O and related campaigns.
e
Scope This unit/task covers the following:
- 9 Establish customer requirements
n 1 Develop, implement and monitor marketing strategy
S 1 Sell products and services
] This role is specific to improving the efficienciea Blusiness Builder/Retailer
<
- Performance Criteria(PC) w.r.t. the Scope
~ Element 7 Péf@?ﬁarﬁ Criteria. 7
o Establish customer | Tobe competent, the user/individual on the job must be able to

requirements

PC1. engage wittexisting and potentiatustomersto establish demand
PC2. record customer requirements andpreferences in relation to business
products or services arfdctor into rrarketing strategy

Develop, implement
and monitor
marketing strategy

PC3. devisemarketing strategyo optimise sées.and profit, according toustomer
requirements, markeposition, logistical capacigndbusinessesourcesand
forecastsrelating to demand

PC4. describesegmentation, targetig and positioning of a product

PC5. defineresource requirementfor implementation of marketing plans

PC6. decidecost of promotional activities to reach identified and potential
customers

PC7. allocate resourcesequired to implement marketing strategy

PC8...establish systems for regulanigonitoring marketing activitieandevaluating
marketing strategies

Sell products and
services

PC9. develop and impart product knowledge to the team

PC10.identify target customer, initiate @iomer contact and approach the
customer

PC11.record informationby applying questioning technique, sound listening and
interpretation of norverbal cues

PC12.direct the customer to theppropriatemerchandise

PC13.sell the product by demonstrating/communicatiitg features, benefits or
any other additional offers/complementary products

PC14.solvecustomer objections related to price, quality, delivery or any other by
applying a problem solving technique

PC15.close sale by encouraging customer to make the purchase decision
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Knowledge and Understanding (K)
A. Organizational The user/individual on the job needs to know and understand:

Context _ )

(Knowledge of the KAL. customer buying be_hawor .

KA2. elements of marketing and promotion strategy
company /

o KA3. stages involved in selling of product/services
organization and

its processes)
B. Technical The user/individual on the job needs to know and understand:
Knowledge KB1. the elements involved in sales process
KB2. successful promotions same/related industries
KB3. leveraging partners/vendors in executing promotions

Skills (S)Optional]

A. Core Skills/ Writing Skills
Generic Skills

The user/ .individual on the job needsknow and understand how to:
SA1." complete marketingdocumentationsuch as marketing strategy, marketing
planaccurately
SA2. collate marketiinformation and customer feedbawkhen required
Reading Skills

The user/individual on the job needs to K&y amdtierstand how to:
SA3. read information accurately
SA4. read and interpret data sheets

Oral Communication (Listening and Speaking skills)

The user/individual on the job needs to know and understand how to:
SA5. use gestures or simple words to communicate whiargguage barriers exist
SAG6. use questioningechnique with customerto minimise misunderstandings
SA7. display courteous and helpfbehavior with customerat all times

B. Professional Skill§ Decision Making

The user/individual on the job needs to know amtierstand how to:
SB1. make appropriate decisions regarding the responsibilities of the job role

Plan and Organize

The user/individual on the job needs to know and understand how to:
SB2. plan and organize service feedback files/documents
SB3. schedule dailactivities and draw up priorities; allocate start times,
estimate completion timesmaterials, equipment and assistance required fc
completion
Customer Centricity

The user/individual on the job needs to know and understaodg to:
SB4. build customerelationships and use customer centric approach

Problem Solving
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The user/individual on the job needs to know and understaog to:
SB5. identify problems immediately and take up solutions quickly to resolve de
SB6. think through the problem, evaluate thaossible solution(s) and adopt an
optimum /best possible solution(s)
Analytical Thinking
The user/individual on the job needs to know and understaog to:
SB7. interpret and infer market data and customer feedback
SB8. break down complex problems into singled manageable components
within his/her area of work
Critical Thinking
The user/individual on the job needs to know and understaog to:
SB9. interpret and infer data on marketing drsales
SB10.break down complex problems into single and manageableponents
within his/her area of work
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Overvi ew

This unit is aboutupdation of relevant information,operatingequipmentand sourcing,
supplying and packaging of goods so as to maxintimsiness
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Unit Title Implementbusiness systemand processes
(Task) P : i

—l
N
@)
@) Description This unit deal&n improving systemgrocessesnd performances to ensure the bes
@) products and services
= Scope This unit/task covers the following:
1 Learning and updating product/service information relevant to business
1 Operating relevantsystems and equipmemequired for daily operations
q_-' 1 Knowing how to source, supply, package and market products/services
> This role is specific to improving the efficiencies Buainess Builder/Retailer
: Performance Criteria(PC) w.r.t. the Scope
- Element Performance Criteria
Learning and updating | Tobe competent, the user/individual on the job must be able to
. product/service
o information relevant to | PC1: describein-depth knowledge of products/services involved in the busineg

business PC2. describe tostafffeatures of products/servicesheir advantages and benefit
with respectto comparative and complementary products in the market

PC3. understandmarket trends with respect to sales‘patterres against
comparative and complementaggproducts in the market

PC4. describerelated products/services and possible opportunities with respec
up-selling, crosselling, expansion of businetsthe team

Operating relevant PC5. operate systems and equipment involved.in running daily operation
equipment required for| PC6. understandprecautions and maintenanceequired while operating systems
daily operations and equipment

PC7. understandnewtechnolodgesthat can improve efficiencies and reduce risk

PC8. train staff onuseof sysems and equipmentelevant to.business

PC9.. train staff to handleemergencies that could occur while handling the
systems or equipment

Knowing how to PC10.understandthe best sources of materials

source, supply, PC11.negotiate to arrive at the most profitable vendor relationship for the
package and market organization

products/services PC12.train staff onpackaging and marketing of products/services being sold

PC13.ensure quality check of products/services to maintain quality and confor,
to statutory quality requirements

PC14.solicit and incorporate feedback on products/services recefi@d the
customers

Knowledge and Understanding (K)

A. Organizational The user/individual on the job needs to know and understand:
Context(Knowledge| KAL. product/service being sold

KA2. competition and substitutgproduct/service being sold

KA3. equipment being used by sgifackaging technology, as applicable

KA4. quality assurance pcesses

of the company /
organization and its
processes)
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B. Technical The user/individual on the job needs to know and understand:
Knowledge KB1. comparativeofferings elsewhere

KB2. best inclass equipment being used by others
KB3. best in class processes being used for the specific business

Skills (S)Optional]

A. Core Skills/ Generi¢ Writing Skills
Skills

The user/ individual on the job needs to know and understand how to:
SB1. completerequired documentation accurately
SB2. collate product information,competitordata when required
Reading Skills

The user/individual on the job needs to know and understand how to:
SB3. read information accurately
SB4. read and interpret data sheets

Oral Communication (Listening and Speaking skills)

The user/individual on the job needs to know and understand how to:
SB5. use gestures-or simple words to communicate where language barriers e
SB6. use questioning to minimise misunderstandings
SB7. display courteousind -helpful behaviour at all timesith stakeholders

B. Professional Skills | Decision Making

The user/individual'on the job needs to know and understand how to:
SB1. make appropriate decisions regarding the responsibilities of the job role

Plan andOrganize

The user/individual on the' job needs to know and understand how to:
SB2. plan and organize service feedback files/documents
SB3. schedule daily activities and drawing up priorities; allocate start times,
estimation of completion times and materiakqjuipment and assistance
required for.completion.
Customer Centricity

The user/individual on the job needs to know and understéiagy to:
SB4. build customer relationships and use customer centric approach

Problem Solving

The user/individual on thipb needs to know and understanttbw to:
SB5. identify problems immediately and take up solutions quickly to resolve de
SB6. think through the problem, evaluate the possible solution(s) and adopt an
optimum /best possible solution(s)
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Overvi ew

This unit isabout implementingoverall basic hygiene factorand understanding emergency
related procedures
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Meet health and safetyrequirements at place ofwork

RAS /N 026

(L_Jrrgts'kl')ltle Meet health and safety requirements at place of work

This unit deals in building awareness amglementingoverall basic hygientactors
andunderstandingemergencyrelated procedure.

h OOdzL

Scope

bl GA2YI

Element

Implementing overall
basic hygiene factors
and understanding
emergency related
procedures

Performance Criteria(PC) w.r.t. the Scope

This unit/task covers the following:
1 Implement overall basic hygiene factors and understanding emergency rels
proceduresat the workplace
Develop healthy habits to maintain personal hygiene
Dispoe of waste safely
Tale precautionary measures to avoid work hazards
Follow standard safety procedure

= =4 4

This role is specific to improving the efficiencies Business Builder/Retailer

Performance Criteria

Tobe competent, the userfindividual on the j must be able to

PC1. wash hands with clean water and_sQap in order to keep them clean at all

times s

wear clean and washetothes every.day

be presentable and well groomed to service custemers of all types

use separate and clean handkerchief/cloth for wiping off perspiration or d

keep the cleaning aids dry and clean

avoid sneezing or coughing around the area of work

sweepthe surrounding area to create a tidy atmosphere

drain out or dry off any accumulation of stale water in the form of small

pools, etc., which can be breeding ground for mosquitoes

use.government approved disposal stations-or appropriately large waste

to store and disposeff collected waste

PC10.advise customers to throw waste at designated bins or waste areas

PC11.prevent development of clean areas into unauthorised waste dump yards
over time, in coordination with cwendors

PC12.describeways and means to handlenergency situations like fire, robbery,
riots etc.

PC13.describeways and means to mitigate risks to people and property during
emergencies

PC2.
PC3.
PC4.
PCS.
PCG6.
PC7.
PCS8.

PCO.

Disposing of waste
safely

PC14.avoid locating the vending cart near heaps of dumped industrial or food
waste with pestaround

PC15.ensure that all waste is collected and disposéfisafely at the end of the day
at the nearest waste disposal station

PC16.ensure that waste water is draineaff in closed drains or in a designated wz:

PC17.describe other ways to maintain cleanlinesst b litter and dump waste in
an unauthorized area
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