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NOS Performance Criteria Marks Difficulty 

level

Ques�on Type Ques�on answers rubrics marks

1.Greet and iden�fy the customer                                                                                                                                                2

2. Determine the product and quan�ty  2

3. Check product availability 2

4. Process payment and complete order 2

5.Confirm and follow up 2

1.Clear goals and targets                                     2

2.Incen�ve structure 2

3.Regular monitoring and feedback 2

4.Timely disbursal  2

5.Escala�on matrix awareness 2

1 D1 viva How would you book a personal order for a 

product at a retailer's loca�on?

2

RAS/N0606: Facilitate acquisi�on of secondary 

sales orders

PC1. Create distributor wise target plan for the assigned territory based on opportunity & poten�al

PC2. Facilitate the crea�on of an efficient route /and beat plan for distributor salespeople

PC3. Guide Distributor Salespeople in crea�ng route wise & beat wise periodic sales targets

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

priori�es

PC5. Ensure adherence to PJP, beat plans and thus op�mal coverage of outlets using ABC category

priori�za�on 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 mee�ngs, ensure objec�ves are communicated and reviewed with the

Distributor Salespeople at appropriate intervals

PC8. Provide ac�on plan to the distributor salespeople to achieve sales targets

PC9. 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 (effec�ve coverage outlets), TLS (Total lines

sold) ND (Numeric Distribu�on) 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 demonstra�on and placement of the

focus product

PC14. Organise the display of products at the outlets as per the Visual Merchandising guidelines of

the organisa�on 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 rota�ng stocks using FIFO concept for SKUs at

retailer’s loca�on

PC17. Book personal orders for the products at retailer’s loca�on                                                    PC18. Plan 

& monitor effec�ve use of trade funds / budgets allocated to the territory                           PC19. Train the 

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 effec�ve usage of merchandising and POP materials at retail outlets

PC22. Train the distributor salespeople on the techniques to achieve produc�vity targets

PC23. Provide training on the techniques and steps to make an effec�ve sales call

PC24. Benchmark own products and sales strategies with that of compe�tor’s and coach the team

to counter the challenges from the compe��on

RAS/N0607: Manage opera�ons 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 �me delivery of the order, review cancella�ons /

part – deliveries and returns

PC3. Facilitate order fulfillment by the company

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

PC5. Collect payments against the orders from the distributor as per organisa�on policy

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

PC7. Monitor ROI of the distributor, provide plans to achieve the ROI objec�ves

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

ma�ers

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

markets

PC10. Encourage distributors to maintain sufficient stocks of en�re range of products

PC11. Ensure accurate and �mely se�lement of financial claims for the distributors

PC12. Ensure alloca�on of promo�onal stocks in adequate quan��es

PC13. Design incen�ve schemes for distributor salesmen and ensure �mely and accurate disbursal

PC14. Ensure that the distributor is aware of the escala�on matrix of the company

PC15. Monitor distributor performance on market coverage and ensure effec�ve market coverage

PC16. Ensure that the distributor maintains required infrastructure for smooth opera�ons in the

territory

PC17. Facilitate rewards to the distributors as per the reward and recogni�on 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

10

10 D1 viva  How would you design an incen�ve 

scheme for distributor salesmen and 

ensure �mely disbursal, while also 

ensuring they are aware of the company's 

escala�on matrix?



5.Insigh�ul recommenda�ons 2

1.Loca�on iden�fica�on              2

2.Communica�on 2

3.Resource alloca�on 2

4.Setup and monitoring 2

5.Evalua�on and repor�ng 2

. Iden�fy and Priori�ze Customer                                                    2

. Establish Customer Needs and 

Expecta�ons

2

.Develop Customer Rela�onship Plan 2

.Nego�ate Sales Solu�ons and Iden�fy 

Opportuni�es

2

.Monitor, Evaluate, and Maintain 

Rela�onship

2

Step 1: Data Collec�on                                                                        2

Step 2: Performance Comparison 2

Step 3: Report Prepara�on 2

Step 4: Performance Review 2

Step 5: Presenta�on and Discussion 2

4

10

10  You are a Market Expansion Execu�ve for 

a leading FMCG company. Your supervisor 

requests a performance report on 

compe�tor products and schemes, as well 

as a review of your own performance.

Demonstra�on task: Prepare and present a 

comprehensive report to your supervisor, 

comparing compe�tor performance to 

your organiza�on's, and discuss areas for 

personal improvement.

5 D2 RP  You are a Sales Representa�ve for a 

leading IT solu�ons company. Your 

supervisor assigns you to build a sales 

rela�onship with a poten�al client, XYZ 

Corpora�on.

Role-play task: You need to establish a 

strong sales rela�onship with the client, 

understand their needs, and provide 

mutually beneficial solu�ons.

6 D3 Demonstra�on

RAS/N0609: Implement sales promo�on 

ac�vi�es

PC1. Iden�fy key loca�ons and or retail outlets to set up the promo�ons

PC2. Ensure the promo�ons of the brand and products are setup at the designated loca�on

PC3. Communicate sales promo�ons objec�ves to the distribu�on team and other stakeholders

PC4. Explain merchandising themes and plots to the team se�ng up the displays

PC5. Communicate the sales promo�on incen�ve and response mechanisms to the stakeholders

PC6. Iden�fy the resources required to implement the agreed sales promo�on

PC7. Organise to roll-out of the sales promo�on and make adjustments within the limits of own

authority to make it a success

PC8. Monitor the sales promo�on ac�vi�es by tracking the sales performance indicators iden�fied

for the promo�on

PC9. Evaluate and report the results of the promo�on to the supervisor

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

PC11. Educate retailers on the por�olio of the products carried by the organisa�on

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

RAS/N0610: Build and retain effec�ve sales 

rela�onships with customers

PC1. Iden�fy customers with whom to build effec�ve sales rela�onships and priori�se an outreach

PC2. Establish exis�ng and poten�al customer needs and expecta�ons and balance them with the

organisa�on's sales strategy

PC3. Develop a customer rela�onship plan and Agree with the customer the basis on which the

rela�onship should operate and be maintained

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

expecta�ons

PC5. Nego�ate with the customers a range of mutually beneficial sales solu�ons iden�fy

opportuni�es to develop the rela�onship with the customer

PC6. Iden�fy and follow up appropriate opportuni�es for up-selling, cross-selling and selling addons

PC7. Seek and collect customer feedback about the organisa�on'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 solu�ons; and ensure

regular feedback is given to the sales team on the status of the rela�onship

PC10. Monitor and evaluate the rela�onship on a regular basis 

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

compe��on/comparable brands

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

PC4. Iden�fy if the current distributor & infrastructure can cover the addi�onal outlets

PC5. Evaluate distributors based on the criteria defined by the organisa�on

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

PC7. Facilitate procurement of resources and infrastructure for the distributor to func�on

PC8. Facilitate distributors with guidelines and specifica�ons to appoint eligible distribut  

salespeople

PC9. Facilitate Induc�on training to the distributor salespeople

PC10. Supervise the deployment of distributor sales force into the market in line with expansion plans. 

PC1. 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

PC5. Report performance to the supervisor with ac�on plans for improvements

PC6. Collate informa�on on the performance of compe�tor products and schemes

PC7. Report the performance of compe��on products and schemes to the supervisor in comparison

to the organisa�on’s

PC8. Review own performance with the supervisor and agree on improvement measures

10 D2 RP  You are a Sales Promo�on Execu�ve for a 

leading FMCG company. Your supervisor 

assigns you to implement a sales 

promo�on campaign for a new product 

launch in a prominent retail store.You need 

to coordinate with the store manager, 

distribu�on team, and sales team to ensure 

successful execu�on of the promo�on.                                                    

expenses PC19. Facilitate se�lement of financial claims of the retail outlets 

1.Data collec�on                                 2

2. Sales forecas�ng 2

3.Brand and SKU analysis 2

4.Compe�tor analysis 2

10 D1 viva How would you assist your supervisor in 

forecas�ng brand and SKU-wise sales, and 

review and interpret compe��on in the 

modern trade market?

3 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 marke�ng strategies of the brand(s)

PC3. Nego�ate, acquire and control dominant shelf space at the retail stores

PC4. Translate planogram objec�ves into store-level implementa�on

PC5. Appoint, train & coach and review In-Store Promoters, Merchandisers

PC6. Equip team with right capabili�es, skills, resources and informa�on to deliver business

objec�ves

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 implementa�on of

merchandising at POS and high traffic loca�ons at the stores

PC11. Monitor conversion ra�os at the store and take correc�ve ac�on to op�mize conversions

PC12. Supervise the team to adhere to the store policies and guidelines

PC13. Implement Schemes & Promo�onal Ac�vi�es (Marke�ng & Sales)

PC14. Track performance of Schemes & Promo�onal ac�vi�es and take correc�ve ac�ons if

required

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



Step 1: Pre-Training                                    2

Step 2: Customized Training 

MaterialsAssessment 

2

Step 3: Inclusive Training Delivery   2

Step 4: Assis�ve Technology and 

Support

2

Step 5: Ongoing Feedback and 

Evalua�on 

2

1.Clear Communica�on: Answer 

ques�ons clearly and concisely, 

avoiding jargon and technical terms 

unless relevant to the appren�ceship.

2

2.Confidence and Posi�vity: Show 

enthusiasm and confidence in your 

abili�es, highligh�ng relevant skills and 

experiences.

2

3.Politeness and Professionalism: 

Demonstrate good manners, using 

phrases like "Please" and "Thank you," 

and maintaining eye contact.

2

4.Relevant Examples: Provide specific 

examples from your experiences, 

illustra�ng your skills and 

accomplishments relevant to the 

appren�ceship.

2

You are a candidate applying for an 

appren�ceship program. How would you 

demonstrate your employability skills 

during the recruitment and selec�on 

process?

8 DGT/VSQ/N0102: Employability Skills (60 

Hours)

PC1. iden�fy employability skills required for jobs in various industries

PC2. iden�fy and explore learning and employability portals                                                                                   

PC3. recognize the significance of cons�tu�onal values, including civic rights and du�es,

ci�zenship, responsibility towards society etc. and personal values and ethics such as

honesty, integrity, caring and respec�ng others, etc.

PC4. follow environmentally sustainable prac�ces PC5. recognize the significance of 21st Century Skills 

for employment

PC6. prac�ce the 21st Century Skills such as Self-Awareness, Behaviour Skills, �me management,

cri�cal and adap�ve thinking, problem-solving, crea�ve thinking, social and cultural

awareness, emo�onal awareness, learning to learn for con�nuous learning etc. in personal

and professional life                                                             PC7. use basic English for everyday conversa�on in 

different contexts, in person and over the

telephone

PC8. read and understand rou�ne informa�on, notes, instruc�ons, mails, le�ers etc. wri�en in

English

PC9. write short messages, notes, le�ers, 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 ap�tude                               

PC12. follow verbal and non-verbal communica�on e�que�e and ac�ve listening techniques in

various se�ngs 

PC13. work collabora�vely 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 ins�tu�ons, products and services as per requirement

PC17. carry out offline and online financial transac�ons, safely and securely

PC18. iden�fy common components of salary and compute income, expenses, taxes, investments

7 Scenario: You are a Training Officer for a 

leading organiza�on. You need to deliver 

training and coaching to a group of 

employees with diverse disabili�es.

Demonstra�on task: Demonstrate how you 

would adapt your training style and 

techniques to meet the needs of 

employees with disabili�es.

10 D3 Demonstra�on

10 D1 viva

RAS/N0138: To work effec�vely in an 

organisa�on

PC1. share work fairly with colleagues, taking account of own and others preferences, skills and

�me available

PC2. make realis�c commitments to colleagues and do what has been promised

PC3. let colleagues know promptly if he/she will not be able to do what has been promised and

suggest suitable alterna�ves

PC4. encourage and support colleagues when working condi�ons are difficult

PC5. encourage colleagues who are finding it difficult to work together to treat each other fairly,

politely and with respect

PC6. follow the companys health and safety procedures while working

PC7. adapt appropriate behaviour and communica�on standards with colleagues and customers of

different Gender

PC8. adapt behaviour that is appropriate with customers, colleagues and stakeholders with

disability

PC9. select the most appropriate method of communica�on to suit the gender, age and culture of

the colleague or customer

PC10. respond to people with disabili�es in a manner that upholds their self-respect                               

PC11. discuss and agree with the right people goals that are relevant, realis�c and clear

PC12. iden�fy the knowledge and skills needed to achieve his/her goals

PC13. agree ac�on points and deadlines that are realis�c, taking account of past learning

experiences and the �me 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 posi�on 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 informa�on or advice that he/she is

likely to be able to provide

PC17. no�ce when colleagues are having difficulty performing tasks at which you are competent,

and tac�ully offer advice

PC18. give clear, accurate and relevant informa�on and advice rela�ng to tasks and procedures

PC19. explain and demonstrate procedures clearly, accurately and in a logical sequence

PC20. encourage colleagues to ask ques�ons if they dont understand the informa�on and advice

given to them

PC21. give colleagues opportuni�es to prac�ce new skills, and give construc�ve feedback

PC22. check that health, safety and security are not compromised when helping others to learn

etc



5.Awareness of Appren�ceship 

Requirements: Show understanding of 

the appren�ceship program, its 

guidelines, and requirements, 

demonstra�ng your willingness to learn 

and grow."

2

PC19. iden�fy relevant rights and laws and use legal aids to fight against legal exploita�on PC20. operate 

digital devices and carry out basic internet opera�ons securely and safely

PC21. use e- mail and social media pla�orms and virtual collabora�on tools to work effec�vely

PC22. use basic features of word processor, spreadsheets, and presenta�ons                                     PC23. 

iden�fy different types of Entrepreneurship and Enterprises and assess opportuni�es for

poten�al business through research

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

Place and Promo�on

PC25. iden�fy sources of funding, an�cipate, and mi�gate any financial/ legal hurdles for the

poten�al business opportunity                                                  PC26. iden�fy different types of customers

PC27. iden�fy 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, respec�vely

PC31. apply to iden�fied job openings using offline /online methods as per requirement

PC32. answer ques�ons politely, with clarity and confidence, during recruitment and selec�on

PC33. iden�fy appren�ceship opportuni�es and register for it as per guidelines and requirements 
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