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RAS/NO606: Facilitate acquisition of secondary
sales orders

PCL1. Create distributor wise target plan for the assigned territory based on opportunity & potential
PC2. Facilitate the creation of an efficient route /and beat plan for distributor salespeople

PC3. Guide Distributor Salespeople in creating route wise & beat wise periodic sales targets

PC4. Create a monthly Permanent Journey Plan (PJP) for self to visit the territory based on
priorities

PCS. Ensure adherence to PIP, beat plans and thus optimal coverage of outlets using ABC category
prioritization matrix for self and Distributor salespeople

PC6. Ensure that the distributor salespeople increase the market-share through increasing the
coverage, number of outlets and the availability of the products therein

PC7. Conduct Gate meetings, ensure objectives are communicated and reviewed with the
Distributor Salespeople at appropriate intervals

PC8. Provide action plan to the distributor salespeople to achieve sales targets

PC. Visit key accounts and the territory as per the beat plan and follow the steps of the sales call
PC10. Plan and monitor growth by Range Selling, ECO (effective coverage outlets), TLS (Total lines
sold) ND (Numeric Distribution) SAH (Share among Handlers)

PC11. Monitor the usage of POP (Point of Purchase material) and other merchandising material and
ensure visibility and availability of the SKUs at the retail outlets

PC12. Check & ensure proper pass-through of company supported trade & consumer offers

PC13. Carry Merchandising kit and product sample to ensure demonstration and placement of the
focus product

PC14. Organise the display of products at the outlets as per the Visual Merchandising guidelines of
the organisation to ensure high visibility for the brand and the products

PC15. Ensure FIFO at the distributor point and freshness of stock in the market

PC16. Ensure Hygiene and prevent returns by rotating stocks using FIFO concept for SKUs at
retailer’s location

PC17. Book personal orders for the products at retailer’s location

& monitor effective use of trade funds / budgets allocated to the territory
distributor salespeople on the products and offerings of the company
PC20. Provide up-to-date knowledge on channel wise, category wise, outlet type wise schemes
PC21. Coach the team on effective usage of merchandising and POP materials at retail outlets
PC22. Train the distributor to achieve targets

PC23. Provide training on the techniques and steps to make an effective sales call

PC24. Benchmark own products and sales strategies with that of competitor’s and coach the team
to counter the challenges from the competition

PC18. Plan
PC19. Train the

on the

D1

viva

How would you book a personal order for a
product at a retailer's location?

1.Greet and identify the customer

2. Determine the product and quantity

3. Check product availability

4. Process payment and complete order|

5.Confirm and follow up

RAS/N0607: Manage operations at distributor
point

PC1. Procure orders from distributor in line with secondary sales achievements to meet the
primary sales targets of the territory

PC2. Follow-up with the distributor to ensure in time delivery of the order, review cancellations /
part — deliveries and returns

PC3. Facilitate order fulfillment by the company

PC4. Reconcile the receivables and payments of the distributors towards the company

PCS. Collect payments against the orders from the distributor as per organisation policy

PC6. Facilitate timely payouts to distributors from the company on their receivables

PC7. Monitor ROI of the distributor, provide plans to achieve the ROI objectives

PC8. Resolve the grievances of the distributor related to payments, processes and service related
matters

PC9. Update and train distributors on new product launches to leverage them best in their
markets

PC10. Encourage distributors to maintain sufficient stocks of entire range of products

PC11. Ensure accurate and timely settlement of financial claims for the distributors

PC12. Ensure allocation of promotional stocks in adequate quantities

PC13. Design incentive schemes for distributor salesmen and ensure timely and accurate disbursal
PC14. Ensure that the distributor is aware of the escalation matrix of the company

PC15. Monitor distributor performance on market coverage and ensure effective market coverage
PC16. Ensure that the distributor maintains required infrastructure for smooth operations in the
territory

PC17. Facilitate rewards to the distributors as per the reward and recognition policies of the
company

PC18. Monitor the credit limits of the distributor and ensure that the credit ageing of the distributor is
within the prescribed limits

D1

viva

How would you design an incentive
scheme for distributor salesmen and
ensure timely disbursal, while also
ensuring they are aware of the company's
escalation matrix?

1.Clear goals and targets

2.Incentive structure

3.Regular monitoring and feedback

mely disbursal

5.Escalation matrix awareness




RAS/N0608: Manage modern trade

PC1. Visit modern retail stores as per the PJP and beat plan

PC2. Liaise with merchandising team, category management team, store managers, department
managers to implement sales and marketing strategies of the brand(s)

PC3. Negotiate, acquire and control dominant shelf space at the retail stores

PC4. Translate into store-level i i

PCS5. Appoint, train & coach and review In-Store Promoters, Merchandisers

PC6. Equip team with right capabilities, skills, resources and information to deliver business
objectives

PC7. Plan work schedule for In-Store Promoters, Merchandisers

PC8. Maintain roasters of In-Store Promoters, Merchandisers on a daily basis

PC9. Supervise the team to ensure availability of the products on the shelf

PC10. Build brand image and visibility in the store by ensuring the implementation of
merchandising at POS and high traffic locations at the stores

PC11. Monitor conversion ratios at the store and take corrective action to optimize conversions
PC12. Supervise the team to adhere to the store policies and guidelines

PC13. Implement Schemes & Promotional Activities (Marketing & Sales)

PC14. Track performance of Schemes & Promotional activities and take corrective actions if
required

PC15. Assist the supervisor to forecast Brand and SKU wise Sales

expenses PC19. Facilitate settlement of financial claims of the retail outlets

D1

viva

How would you assist your supervisor in
forecasting brand and SKU-wise sales, and
review and interpret competition in the
modern trade market?

1.Data collection

2. Sales forecasting

3.Brand and SKU analysis

4.Competitor analysis

ENINEEN

5.Insightful recommendations

RAS/N0B09: Implement sales promotion
activities

PCL. Identify key locations and or retail outlets to set up the promotions
PC2. Ensure the promotions of the brand and products are setup at the designated location

PC3. Communicate sales promotions objectives to the distribution team and other stakeholders
PC4. Explain merchandising themes and plots to the team setting up the displays

PC5. Communicate the sales promotion incentive and response mechanisms to the stakeholders
PCS. Identify the resources required to implement the agreed sales promotion

PC7. Organise to roll-out of the sales promotion and make adjustments within the limits of own
authority to make it a success

PC8. Monitor the sales promotion activities by tracking the sales performance indicators identified
for the promotion

PC9. Evaluate and report the results of the promotion to the supervisor

PC10. Propagate the company's trade schemes among the retailers

PC11. Educate retailers on the portfolio of the products carried by the organisation

PC12. Answer customer’s / distributor’s / retailer’s / sales team queries regarding the implemented
scheme PC13. Follow company procedures in preparing waste for
disposal

PC14. Organise disposal of waste in ways that are safe and hygienic and that meet legal and
company requirements for recycling

PC15. Follow company procedures for re-usable and recyclable waste materials

PC16. Follow company procedures to recycle unwanted packaging materials

PC17. Dispose of food waste in line with company and legal food safety requirements

D2

RP

You are a Sales Promotion Executive for a
leading FMCG company. Your supervisor
assigns you to implement a sales
promotion campaign for a new product
launch in a prominent retail store You need
to coordinate with the store manager,
distribution team, and sales team to ensure
successful execution of the promotion.

1.Location identification

2.Communication

3.Resource allocation

4.Setup and monitoring

5.Evaluation and reporting

NMEENE

RAS/N0610: Build and retain effective sales
relationships with customers

PC1. Identify customers with whom to build effective sales relationships and prioritise an outreach
PC2. Establish existing and potential customer needs and expectations and balance them with the
organisation's sales strategy

PC3. Develop a customer relationship plan and Agree with the customer the basis on which the
relationship should operate and be maintained

PC4. Ensure that the product/service offer is clearly defined in terms of customer needs and
expectations

PCS5. Negotiate with the customers a range of mutually beneficial sales solutions identify
opportunities to develop the relationship with the customer

PC6. Identify and follow up appropriate opportunities for up-selling, cross-selling and selling addons
PC7. Seek and collect customer feedback about the organisation's provision of products and/or
services

PC8. Use feedback to ensure that the quality and consistency of service is being maintained

PC9. Deal with customer complaints or problems; provide suitable sales solutions; and ensure
regular feedback is given to the sales team on the status of the relationship

PC10. Monitor and evaluate the relationship on a regular basis

D2

RP

You are a Sales Representative for a
leading IT solutions company. Your
supervisor assigns you to build a sales
relationship with a potential client, XYZ
Corporation.

Role-play task: You need to establish a
strong sales relationship with the client,
understand their needs, and provide
mutually beneficial solutions.

. Identify and Prioritize Customer

. Establish Customer Needs and
Expectations

.Develop Customer Relationship Plan

.Negotiate Sales Solutions and Identify
Opportunities

‘Monitor, Evaluate, and Maintain
Relationship

RAS/N0611: Expand market coverage
RAS/N0612: Furnish reports

PC1. Map the current market coverage with the universe of the market

PC2. Assess gap versus opportunity for current brands/SKUs by benchmarking with
competition/comparable brands

PC3. Enhance the coverage of outlets by increasing the number of category wise outlets

PC4. Identify if the current distributor & infrastructure can cover the additional outlets

PCS5. Evaluate distributors based on the criteria defined by the organisation

PC6. Facilitate the appointment of distributors for the territory as per the opportunity

PC7. Facilitate procurement of resources and infrastructure for the distributor to function

PC8. Facilitate distributors with guidelines and specifications to appoint eligible distribut
salespeople

PC9. Facilitate Induction training to the distributor salespeople

PC10. Supervise the deployment of distributor sales force into the market in line with expansion plans.
PCL1. Fill up the sales data in the handheld provided or in the Daily Sales Report (DSR) template
PC2. Furnish daily, weekly and monthly reports to the supervisor

PC3. Review modern trade outlet wise, store promoter wise monthly performance

PC4. Review distributor wise outlet wise monthly performance

PCS5. Report performance to the supervisor with action plans for improvements

PC6. Collate information on the performance of competitor products and schemes

PC7. Report the performance of competition products and schemes to the supervisor in comparison
to the organisation’s

PC8. Review own performance with the supervisor and agree on i
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Demonstration

You are a Market Executive for

Step 1: Data Collection

a leading FMCG company. Your supervisor
requests a performance report on
competitor products and schemes, as well
as a review of your own performance.
Demonstration task: Prepare and present a
comprehensive report to your supervisor,
comparing competitor performance to
your organization's, and discuss areas for
personal improvement.

Step 2: Performance Comparison

Step 3: Report Preparation

Step 4: Performance Review

Step 5: Presentation and Discussion




RAS/N0138: To work effectively in an PC1. share work fairly with colleagues, taking account of own and others preferences, skills and 10 b3 Demonstration Scenario: You are a Training Officer fora  |Step 1: Pre-Training
organisation time available leading organization. You need to deliver ~ |Step 2: Customized Training
PC2. make realistic commitments to colleagues and do what has been promised training and coaching to a group of MaterialsAssessment
PC3. let colleagues know promptly if he/she will not be able to do what has been promised and I with diverse i
suggest suitable alternatives Demonstration task: Demonstrate how you |Step 3: Inclusive Training Delivery
PCA. encourage and support colleagues when working conditions are difficult would adapt your training style and
PCS. encourage colleagues who are finding it difficult to work together to treat each other fairly, techniques to meet the needs of Step 4: Assistive Technology and
politely and with respect employees with disabilities. |support
PC6. follow the companys health and safety procedures while working Step 5: Ongoing Feedback and
PC7. adapt appropriate behaviour and icati with and of Evaluation
different Gender
PC8. adapt behaviour that is appropriate with and with
disability
PC9. select the most appropriate method of communication to suit the gender, age and culture of
the colleague or customer
PC10. respond to people with disabilities in a manner that upholds their self-respect
PC11. discuss and agree with the right people goals that are relevant, realistic and clear
PC12. identify the knowledge and skills needed to achieve his/her goals
PC13. agree action points and deadlines that are realistic, taking account of past learning
experiences and the time and resources available for learning
PC14. regularly check his/her progress and, when necessary, change the way of working
PC15. ask for feedback on his/her progress from those in a position to give it, and use their
feedback to improve his/her performance. To be competent, the user/individual on the job must be able
to:
PC16. encourage colleagues to ask him/her for work-related information or advice that he/she is
likely to be able to provide
PC17. notice when colleagues are having difficulty performing tasks at which you are competent,
and tactfully offer advice
PC18. give clear, accurate and relevant information and advice relating to tasks and procedures
PC19. explain and demonstrate procedures clearly, accurately and in a logical sequence
PC20. to ask if they dont the information and advice
given to them
PC21. give colleagues opportunities to practice new skills, and give constructive feedback
PC22. check that health, safety and security are not compromised when helping others to learn
DGT/VSQ/N0102: Employability Skills (60 PC1. identify employability skills required for jobs in various industries 10 D1 viva You are a candidate applying for an 1.Clear Communication: Answer

Hours)

PC2. identify and explore learning and employability portals

PC3. recognize the significance of constitutional values, including civic rights and duties,

citizenship, responsibility towards society etc. and personal values and ethics such as

honesty, integrity, caring and respecting others, etc.

PC4. follow environmentally sustainable practices PC5. recognize the significance of 21st Century Skills
for employment

PC6. practice the 21st Century Skills such as Self-Awareness, Skills, time

critical and adaptive thinking, problem-solving, creative thinking, social and cultural

awareness, emotional awareness, learning to learn for continuous learning etc. in personal

and professional life PC7. use basic English for everyday conversation in
different contexts, in person and over the

telephone

PC8. read and understand routine information, notes, instructions, mails, letters etc. written in

English

PC9. write short messages, notes, letters, e-mails etc. in English

PC10. understand the difference between job and career

PC11. prepare a career development plan with short- and long-term goals, based on aptitude

PC12. follow verbal and non-verbal communication etiquette and active listening techniques in

various settings

PC13. work collaboratively with others in a team PC14. communicate and behave appropriately with all
genders and PwD

PC15. escalate any issues related to sexual harassment at workplace according to POSH Act PC16. select
financial institutions, products and services as per requirement

PC17. carry out offline and online financial transactions, safely and securely

PC18. identify common components of salary and compute income, expenses, taxes, investmentsetc

apprenticeship program. How would you
demonstrate your employability skills
during the recruitment and selection
process?

questions clearly and concisely,
avoiding jargon and technical terms
unless relevant to the apprenticeship.

2.Confidence and Positivity: Show
enthusiasm and confidence in your
abilities, highlighting relevant skills and
experiences.

3.Politeness and Professionalism:
Demonstrate good manners, using
phrases like "Please" and "Thank you,
and maintaining eye contact.

4.Relevant Examples: Provide specific
examples from your experiences,
illustrating your skills and
accomplishments relevant to the
apprenticeship.




PC19. identify relevant rights and laws and use legal aids to fight against legal exploitation PC20. operate
digital devices and carry out basic internet operations securely and safely

PC21. use e- mail and social media platforms and virtual collaboration tools to work effectively

PC22. use basic features of word processor, spreadsheets, and presentations PC23.
identify different types of Entrepreneurship and Enterprises and assess opportunities for

potential business through research

PC24. develop a business plan and a work model, considering the 4Ps of Marketing Product, Price,

Place and Promotion

PC25. identify sources of funding, anticipate, and mitigate any financial/ legal hurdles for the

potential business opportunity PC26. identify different types of customers
PC27. identify and respond to customer requests and needs in a professional manner
PC28. follow appropriate hygiene and grooming standards PC29.

create a professional Curriculum vitae (Résumé)

PC30. search for suitable jobs using reliable offline and online sources such as Employment
exchange, recruitment agencies, newspapers etc. and job portals, respectively

PC31. apply to identified job openings using offline /online methods as per requirement

PC32. answer questions politely, with clarity and confidence, during recruitment and selection
PC33. identify apprenticeship opportunities and register for it as per guidelines and requirements

5.Awareness of Apprenticeship
Requirements: Show understanding of
the apprenticeship program, its
guidelines, and requirements,
demonstrating your willingness to learn
and grow."
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