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Trainee Associate - RAS/Q0103
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Pre-requisites to Training

10" Pass. 0-1 years in a similar position (not mandatory)

Training Outcomes

By the end of this program, the participants would have achieved the following competencies:

1. To display stocks to promote sales

2. To plan and prepare visual merchandising displays

3. To dress visual merchandising displays

4. To dismantle and store visual merchandising

5. To prepare products for sale

6. To promote loyalty schemes to customers

7. To keep the store secure

8. To maintain health and safety in stores

9. To keep the store clean and hygienic

10. To provide information and advice to customers

11. To create a positive image of self and organisation in the customers mind

12. To work effectively in your team
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clearly.

Workbook, All the

NOS
S.No. Module Sessions Session Objectives Reference Methodology Training Tools/Aids | Duration
White board,
Identify need for the display in relation Marker, Overhead
to stock, space, position of the display projector, Laptop,
Prepare displa aGn(:hdit:I: material ipment and RAS/NO105 i/r\}frrl?sehtezfczzsrz
P play ather the materiais, equipmen PC1, PC2, PC3, | Facilitation with PPT, | * o< e
areas and stock needed for the display and check . . available in
. . PC4, KA1, KB1, | Videos, Trainer led . 2 hrs
goodsin a that they are clean, safe and in good . . Participant
. . SA5, SA6, SB4, | classroom discussion
retail store working order. SBS. SB6G Workbook, All the
Clean and store equipment and excess ’ activities are
materials; get rid of waste safely, described in the
correctly and promptly. Facilitator’s Guide,
Retail Lab
White board,
Marker, Overhead
e Lpop
1 promote sales Set ub and Set up and dismantle the display safely, RAS/ N0O105 Worksheets are’
dism:ntle in line with plans and within the time PC5, PC6, PC7, | Facilitation with PPT, available in
displavs in a allowed PC8, KA2, SA7, | Videos, Trainer led Participant 2 hrs
p‘ y Check that the display has the levels of SA8, SB1, SB2, | classroom discussion P
retail store Workbook, All the
stock you need. SB3 o
activities are
described in the
Facilitator’s Guide,
Retail Lab
Check requirements for labelling stock RAS/ N0105 \I\IAV;]:T((eerk)og\:S,rhead
Check information on the label is clear, PC9, PC10, ro'ect;r Laoto
Label displays accurate and legal before starting to PC11, PC12, Facilitation with PPT, rnt(:rnet a’cceF;s P
of stock in a label stock PC13, PC14, Videos, Trainer led ’ 2 hrs
. .\ . . Worksheets are
retail store Position labels so that they are securely KA3, KB2, SA1, | classroom discussion available in
fastened and customers can see them SA2, SA3, SA4 .
Participant
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activities are
described in the
Facilitator’s Guide,
Retail Lab

Identify need for the display in relation White board,

. . Marker, Overhead
to stock, space, position of the display roiector. Lapto
and dates :ont(:rnet écceis >

Activity to Gather the materials, equipment and RAS/ N0105 . . ’
. . Role plays in Retail Worksheets are
Prepare display stock needed for the display and check PC1, PC2, PC3, . . . .
. Lab and Simulations | available in
areas and that they are clean, safe and in good PC4, KA1, KB1, i .. 2 hrs
. . Quiz — Product Participant
goods in a working order. SA5, SA6, SB4,
. . related Workbook, All the
retail store Clean and store equipment and excess SB5, SB6 activities are
materlta:Is; g(ejt rid of \:I/aste safely, described in the
correctly and promptly. Facilitator’s Guide,
Retail Lab
White board,
Marker, Overhead
projector, Laptop,
.. . . Internet access,
Activity to Set .Set.up ar.1d dismantle thg d'lsplay s.afely, RAS/ N0O105 Role plays in Retail Worksheets are
up and in line with plans and within the time PC5, PC6, PC7, . . . .

. Lab and Simulations | available in
dismantle allowed PC8, KA2, SA7, Quiz — Product Participant 2 hrs
displaysin a Check that the display has the levels of SA8, SB1, SB2, P

. related Workbook, All the
retail store stock you need. SB3 o
activities are
described in the
Facilitator’s Guide,
Retail Lab
RAS/ N0105 White board,
Activity to Check requirements for labelling stock PC9, PC10, Marker, Overhead
. . . . Internet Research, .
Label displays Check information on the label is clear, PC11, PC12, . . projector, Laptop,
. . Case Studies, Online 4 hrs
of stock in a accurate and legal before starting to PC13, PC14, Assessments Internet access,
retail store label stock KA3, KB2, SA1, Worksheets are
SA2, SA3, SA4 available in
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Participant
Workbook, All the
activities are
described in the
Facilitator’s Guide,
Retail Lab

Plan and prepare
visual merchandising
displays

Interpret design

Identify the equipment, materials,
merchandise and props needed to create
and install the display and the dates for

RAS/ NO106
PC1, PC2, PC3,
PC4, KA1, KA2,

Facilitation with PPT,

White board,
Marker, Overhead
projector, Laptop,
Internet access,
Worksheets are

briefs for retail completing it. . KA3, KA4, KAS5, | Videos, Trainer led aval!aple 'n 3 hrs
) Create new and effective ways of . . Participant
displays ) . . co KB1, KB2, SA1, | classroom discussion
improving the visual effect, within limits SA2 SA3. SA4 Workbook, All the
of design brief, company’s visual design ’ ’ ’ activities are
- . SB1, SB2, SB3 . .
policies and authority described in the
Facilitator’s Guide,
Retail Lab
White board,
Marker, Overhead
. ' RAS/ NO106 projector, Laptop,
Identify other merchandise and props Internet access,
Get hold of when those originally specified are not PC5, PC6, PC7, Worksheets are
merchandise available or notgsuitaybls and agree PC8, PC9, KAG, | Facilitation with PPT, available in
and props to be . . ) g KA7, KA8, KA9, | Videos, Trainer led .. 3 hrs
. selections with the right person . . Participant
featured in . KB3, KB4, SA5, | classroom discussion
- Check the progress of deliveries and take Workbook, All the
retail displays ) e, ; SA6, SA7, SAS, o
suitable action if delays seem likely activities are
SB4, SB5, SB6 . .
described in the
Facilitator’s Guide,
Retail Lab
Activity to Identify the equipment, materials, RAS/ NO106 Field Visit to a White board,
Interpret design merchandise and props needed to create | PC1, PC2, PC3, | nearby Retail Marker, Overhead 4 hrs

briefs for retail
displays

and install the display and the dates for
completing it.

PC4, KA1, KA2,
KA3, KA4, KAS5,

Store/Mall, Project
presentation

projector, Laptop,
Internet access,
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Worksheets are
available in
Participant
Workbook, All the
activities are
described in the
Facilitator’s Guide,
Retail Lab

Activity to get
hold of

Identify other merchandise and props
when those originally specified are not

RAS/ N0106
PC5, PC6, PC7,
PC8, PC9, KA6,

Field Visit to a

White board,
Marker, Overhead
projector, Laptop,
Internet access,
Worksheets are

on guidelines

according to guidelines & in ways that

PC10, PC11,

classroom discussion

Internet access,

merchandise avallaple or pot swtayble, and agree KA7, KA, KA9, nearby Retail ‘ aval!aple in 4 hrs
and props to be selections with the right person Store/Mall, Project Participant
. o KB3, KB4, SAS5, .
featured in Check the progress of deliveries and take SAG. SA7 SAS presentation Workbook, All the
retail displays suitable action if delays seem likely ’ ’ ’ activities are
SB4, SB5, SB6 . .
described in the
Facilitator’s Guide,
Retail Lab
Marker, Overhead
RAS/ NO107 et aceess,
Choose shapes, colours and groupings PC1, PC2, PC3, !
. Worksheets are
. that are suited to the purpose and style PC4, PC5, PC6 I . . .
Dress in-store . Facilitation with PPT, | available in
. of the display. KA1, KA2, KA3, ) . ..
. displays based . . Videos, Trainer led Participant 2 hrs
Dress visual A Check that the finished display meets KA4, KA5, KB1, . .
. on guidelines o classroom discussion | Workbook, All the
merchandising health and safety guidelines and legal KB2, SA1, SA2, o
displays requirements SA3 SB1 SB2 activities are
! ! described in the
Facilitator’s Guide,
Retail Lab
Dress window Position merchandise. eraphics & signs RAS/ NO107 Facilitation with PPT, | Marker, Overhead
displays based » 8rap g PC7,PC8, PC9, | Videos, Trainer led projector, Laptop, 2 hrs
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Check that all the parts of the display are
suitable for the purpose of the display
and meet requirements.

PC13, PC14,
PC15, PC16,
PC17, PC18,

To attract attention & interest of customers | PC12, KA6, Worksheets are
& give customers information they need. | KA7, KAS8, KA9, available in
Make sure that lighting is installed in line | KA10, KB3, Participant
with lighting requirements. KB4, KB5, SA4, Workbook, All the
SAS5, SB3, SB4 activities are
described in the
Facilitator’s Guide,
Retail Lab
RAS/ NO107 Marker, Overhead

projector, Laptop,
Internet access,
Worksheets are

& give customers information they need.

PC12, KA6,

related

Worksheets are

Evaluate and Consider how the display looks from all PC19, PC20, Facilitation with PPT, | available in
improve retail the directions from which customers will | KA11, KA12, Videos, Trainer led Participant 2 hrs
displays approach it. KA13, KA14, classroom discussion | Workbook, All the
Identify safety and security risks to the KA15, KA16, activities are
display and choose suitable ways of KB6, SA6, SA7, described in the
reducing risks. SA8, SB5, SB6 Facilitator’s Guide,
Retail Lab
Marker, Overhead
proecon ot
Activity on how Choose shapes, colours and groupings PC1, PC2, PC3, Worksheets are’
y . that are suited to the purpose and style PC4, PC5, PC6 Role plays in Retail . .
to Dress in- . . ) available in
store displavs of the display. KA1, KA2, KA3, | Lab and Simulations Particinant 2 hrs
play Check that the finished display meets KA4, KA5, KB1, | Quiz— Product P
based on o Workbook, All the
. health and safety guidelines and legal KB2, SA1,SA2, | related L
guidelines i t SA3 SB. SB2 activities are
requirements ’ ’ described in the
Facilitator’s Guide,
Retail Lab
. Position merchandise, graphics & signs RAS/ N0107 Role plays in Retail Marker, Overhead
Activity on how . - . . . .
according to guidelines & in ways that PC7,PC8, PC9, | Lab and Simulations | projector, Laptop,
to Dress ) . . 2 hrs
window attract attention & interest of customers | PC10, PC11, Quiz — Product Internet access,
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displays based Make sure that lighting is installed in line | KA7, KA8, KA9, available in
on guidelines with lighting requirements. KA10, KB3, Participant
KB4, KB5, SA4, Workbook, All the
SAS, SB3, SB4 activities are
described in the
Facilitator’s Guide,
Retail Lab
RAS/ NO107 Marker, Overhead

Activity on how

Check that all the parts of the display are
suitable for the purpose of the display
and meet requirements.

PC13, PC14,
PC15, PC16,
PC17, PC18,

projector, Laptop,
Internet access,
Worksheets are

to Evaluate and Consider how the display looks from all PC19, PC20, Internet Research, available in
imorove retail the directions from which customers will | KA11, KA12, Case Studies, Online | Participant 2 hrs
diszlays approach it. KA13, KA14, Assessments Workbook, All the
Identify safety and security risks to the KA15, KA16, activities are
display and choose suitable ways of KB6, SA6, SA7, described in the
reducing risks. SA8, SB5, SB6 Facilitator’s Guide,
Retail Lab
RAS/ NO10E i
Dismantle displays safely Egi EE; Eii Worksheets are
Get rid of unwanted materials safely and O I : available in
. . . KA2, KA3, KA4, | Facilitation with PPT, L.
Dismantle retail keep accurate records of this if needed. . . Participant
disolavs Cl disol it d ts Usi ; KAS5, KA6, KB1, | Videos, Trainer led Workbook Al the 3 hrs
play €an display sites a.n parts l{smg sate KB2, SA1, SA2, classroom discussion . !
and approved cleaning materials and activities are
. . SA3, SA4, SB1, . .
Dismantle and store equipment described in the
. L SB2, SB3 . , .
visual merchandising Facilitator’s Guide,
Retail Lab
Store Work out accurately the storage space RAS/ N0108 projector, Laptop,
. . PC6, PC7, PCS, e . Internet access,
equipment, required Facilitation with PPT,
. . . PC9, . . Worksheets are
props and Identify the protective packaging you Videos, Trainer led . . 3 hrs
raphics for dandth it that PC10,PCLL, classroom discussion available in
grap need and the security measures tha KA7, KAS, KAO, Participant

retail displays

need to be in place

KA10, KA11,

Workbook, All the
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Identify damaged items, missing items KA12, KB3, activities are
and dangers and risks to health and KB4, SAS5, SA6, described in the
safety, and report these promptly to the | SA7, SA8, SB4, Facilitator’s Guide,
right person SB5, SB6 Retail Lab

RAS/ NO108 projector, Laptop,

Dismantle displays safely

PC1, PC2, PC3,
PC4, PC5, KA1,

Internet access,
Worksheets are

described in the

Activity on Get rid of unwanted materléls: safely and KA2. KA3, KA4, | Internet Research, aval!aple in
. . keep accurate records of this if needed. . . Participant
Dismantling . . . KAS5, KA6, KB1, | Case Studies, Online 3 hrs
- Clean display sites and parts using safe Workbook, All the
retail displays . ) KB2, SA1,SA2, | Assessments .
and approved cleaning materials and activities are
. SA3, SA4, SB1, ) )
equipment SB2. SB3 described in the
! Facilitator’s Guide,
Retail Lab
RAS/ N0108 rojector, Lapto
Work out accurately the storage space PC6, PC7, PCS, proj » -aptop,
. Internet access,
Activity on required PCS, Worksheets are
Store ¥ Identify the protective packaging you PC10,PC11, available in
equioment need and the security measures that KA7, KA8, KA9, | Internet Research, Participant
quip ! need to be in place KA10, KA11, Case Studies, Online P 3 hrs
props and : . o Workbook, All the
graphics for Identify damaged items, missing items KA12, KB3, Assessments activities are
- and dangers and risks to health and KB4, SA5, SA6, . .
retail displays described in the
safety, and report these promptly to the | SA7, SAS8, SB4, . , .
ot SBS. SB6 Facilitator’s Guide,
right person ! Retail Lab
RAS/ N0109 projector, Laptop,
. PC2, PC3, PC4, Internet access,
Prepare Gather the tools you need for putting PC6, KA1, KA2, S . Worksheets are
products together Facilitation with PPT, . .
To prepare products products for KA3, KB1, KB2, . . available in
. Use safe work methods and follow Videos, Trainer led L 3 hrs
for sale selling to fact instructi h SA1, SA2, Sa3, classroom discussion Participant
customers man.u acturers instructions when SA4, Sb1l, SB2, Workbook, All the
putting products together o
SB3 activities are
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Facilitator’s Guide,
Retail Lab

projector, Laptop,
Internet access,

schemes to customers

features and

would benefit them, including any

PC4, PC5, KA1,
KA2, KA3, KA4,

classroom discussion

Worksheets are
available in

RAS/ N0109 Worksheets are
Check that products have been PC1, PC5, PC7, available in
Check the assembled correctly and can be used PC8, KA4, KA5, | Facilitation with PPT, Particinant
products for safely KA6, KB3, KB4, | Videos, Trainer led P 3 hrs
; . . . Workbook, All the
selling Check regularly that products on display | Sa5, SA6, SA7, | classroom discussion o
. . L activities are
are in a satisfactory condition SA8, SB4, SB5, . .
SB6 described in the
Facilitator’s Guide,
Retail Lab
RAS/ N0O109 Internet access,
PC2. PC3. PCA Worksheets are
repare ot toguher - TPUAE b kAL a2, | nternet Research, | 290 E T
hart P i
products for Use safe work methods and follow KA3, KBI,KB2, | C a.rt reparation, Workbook, All the 4 hrs
selling to fact " instructi h SAL, SA2,5a3, | Project activities are
8 man.u acturers instructions when SA4,Sb1,SB2, | Presentation, Quiz . .
customers putting products together described in the
SB3 . , .
Facilitator’s Guide,
Retail Lab
Internet access,
RAS/ NO109 Worksheets are
. Check that products have been PC1, PC5, PC7, available in
Activity to Internet Research, ..
check the assembled correctly and can be used PC8, KA4, KAS, Chart Preparation Participant
safely KA6, KB3, KB4, rerrep * | Workbook, Allthe | 4 hrs
products for . Project L
selling Check regularly that products on display | Sa5, SA6, SA7, Presentation, Quiz activities are
are in a satisfactory condition SAS8, SB4, SB5, ’ described in the
SB6 Facilitator’s Guide,
Retail Lab
. . RAS/ N0118 I . rojector, Laptop,
Promote lovalt Explain to Explain clearly and accurately to PC1/PC2 PC3 Facilitation with PPT, rnt(:rnet acceis P
yaity customers the customers how joining the scheme P~ 7 | Videos, Trainer led ’ 3 hrs
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Participant

loyalty scheme scheme. SA1, SA2, SA3, Workbook, All the
Respond positively to any questions or SA4,SB1, SB2, activities are
objections that the customer raises SB3, SB4, SB5 described in the
Facilitator’s Guide,
Retail Lab
Take opportunities to ask customers who RAS/NO118 projector, Laptop,
are showing signs of interest to sign u PC6, PC7, PC8, Internet access,
g5l gnup PC9, PC10, Worksheets are
i for the scheme . .
Gain customer . . N PC11, KA7, I . available in
. Fill in the membership application Facilitation with PPT, .
commitment to accurately with the customer, using the KAS, KAS, Videos, Trainer led Participant 3 hrs
the loyalty ) v ) ’ g KA10, KA11, ’ ) . Workbook, All the
information they provide. classroom discussion o
scheme Check with th ; that thei KA12, SAS, activities are
y tec_l wi X € cus °$er 2 \ e'rh, SAG, SA7, SAS, described in the
€talls, as s 'own onthe membership SB6, SB7 Facilitator’s Guide,
documentation, are correct. .
Retail Lab
j L
RAS/ NOL18 ternet acoess,
Explain clearly and accurately to PC1, PC2, PC3, Worksheets are’
Activity on customers how joining the scheme PC4, PC5, KA1, Role blavs and available in
explanation of would benefit them, including any KA2, KA3, KA4, Simur;ti\c/)ns Participant
features and current special offers relating to the KA5, KA6, KB1, . P 3 hrs
. Quiz — Product Workbook, All the
benefits to scheme. SA1, SA2, SA3, L
. . related activities are
customers Respond positively to any questions or SA4,SB1, SB2, . .
. . described in the
objections that the customer raises SB3, SB4, SB5 . , .
Facilitator’s Guide,
Retail Lab
ject Lapt
" RAS/ NO118 projector, Laptop,
Take opportunities to ask customers who PCE. PCT PC8 Internet access,
Activity on are showing signs of interest to sign up ch' PC12) ” | Role plays and Worksheets are
gaining for the scheme ! ! Simulations available in
o , . PC11, KA7, . . 3 hrs
customers Fill in the membership application KAS. KAQ Quiz — Product Participant
commitment accurately with the customer, using the KA1,0 KA,11 related Workbook, All the
information they provide. KA12, SAS, activities are

described in the

Page 10




Bridgeﬁ
Dol

€ nocmters Assocstions
LA Skl Coundl of ndia

o, A N:S:D-C
National
Skill Development
Corporation

Transforming the skill landscape

Keep the store
secure

Identify and
report security
risks

Check with the customer that their SA6, SA7, SAS, Facilitator’s Guide,
details, as shown on the membership SB6, SB7 Retail Lab
documentation, are correct.

RAS/ N0119

Notice and correctly identify security
risks

Follow company policy and legal
requirements when dealing with security
risks.

Follow company policies and procedures
for maintaining security while you work.
Follow company policies and procedures
for making sure that security will be
maintained

PC1, PC2, PC3,
PC4, PC5, PC6,
KA1, KA2, KA3,
KA4, KAS, KAG,
KA7, KAS, KA9,
KB1, KB2, KB3,
SA1, SA2, SA3,
SA4, SAS5, SAG,
SA7, SA8, SB1,
SB2, SB3, SB4,
SB5, SB6, SB7,
SBS

Facilitation with PPT,
Videos, Trainer led
classroom discussion

White board,
Marker, Overhead
projector, Laptop,
Internet access,
Worksheets are
available in
Participant
Workbook, All the
activities are
described in the
Facilitator’s Guide,
Retail Lab

6 hrs

Activity on
Identifying and
reporting
security risks

Notice and correctly identify security
risks

Follow company policy and legal
requirements when dealing with security
risks.

Follow company policies and procedures
for maintaining security while you work.
Follow company policies and procedures
for making sure that security will be
maintained

RAS/ N0119
PC1, PC2, PC3,
PC4, PC5, PC6,
KA1, KA2, KA3,
KA4, KAS, KA6,
KA7, KAS, KA9,
KB1, KB2, KB3,
SA1, SA2, SA3,
SA4, SAS, SAG,
SA7, SAS8, SB1,
SB2, SB3, SB4,
SBS, SB6, SB7,
SBS

Internet Research
Case Studies and

Classroom group

discussions

White board,
Marker, Overhead
projector, Laptop,
Internet access,
Worksheets are
available in
Participant
Workbook, All the
activities are
described in the
Facilitator’s Guide,
Retail Lab

6 hrs

Help maintain
healthy and safety

Identify and
report
accidents and
emergencies

Follow company procedures and legal
requirements for dealing with accidents
and emergencies.

RAS/ N0121

PC1, PC2, PC3,
PC4, PC5, KA1,
KA2, KA3, KA4,
KB1, SA1, SA2,

Facilitation with PPT,
Videos, Trainer led
classroom discussion

White board,
Marker, Overhead
projector, Laptop,
Internet access,
Worksheets are

2 hrs
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available in
Participant
Workbook, All the
activities are
described in the
Facilitator’s Guide,
Retail Lab

Protect health

Follow company procedures and legal
requirements for reducing health and

RAS/ N0121
PC6, PC7, PC8,

Facilitation with PPT,

White board,
Marker, Overhead
projector, Laptop,
Internet access,
Worksheets are

and safety as safety risks as far as possible while KAS5, KA6, KA7, | Videos, Trainer led aval!aple n 2 hrs
you work . . Participant
you work . . KAS8, KB2, SA4, | classroom discussion
Use safety equipment correctly and in Workbook, All the
. . . SAS5, SB4, SB5 L
the right situations. activities are
described in the
Facilitator’s Guide,
Retail Lab
White board,
Take suitable safety measures before Marker, Overhead
lifting to protect yourself and other RAS/NO121 projector, Laptop,
people PC9, PC10, Internet access,
' S , Worksh
. Use lifting and handling equipment in PC11,PCl12, Facilitation with PPT, orks ee.ts are
Lift and handle ) . o PC13, PC14, . . available in
line with company guidelines and Videos, Trainer led . 2 hrs
goods safely manufacturers’ instruction KA9, KALO, classroom discussion Participant
0 ad utac “de > s _‘:)C_r"? > » KA11, KA12, Workbook, All the
" e“‘t;r]‘ e 'T_'fe: e SA6, SA7, SAS, activities are
ES I2|g others (:, €'p InTiing an SB6 described in the
andling operations. Facilitator’s Guide,
Retail Lab
Act|V|'ty to FoIIo'w company procejdure's and Ifegal RAS/ N0121 Case studies, Online White board,
Identify and requirements for dealing with accidents PC1, PC2, PC3, Marker, Overhead 1hr
. Assessments .
report and emergencies. PC4, PC5, KA1, projector, Laptop,
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Transforming the skill landscape

Internet access,
Worksheets are
available in
Participant
Workbook, All the
activities are
described in the
Facilitator’s Guide,
Retail Lab

Activity to

Follow company procedures and legal
requirements for reducing health and

RAS/ N0121
PCe, PC7, PCS8,

Chart Paper

White board,
Marker, Overhead
projector, Laptop,
Internet access,
Worksheets are

Protect health safety risks as far as possible while KAS, KA, KA7, p.resen'Fatlon, Group aval!aple in hrs
and safety as you work discussions, Case Participant
. . KAS8, KB2, SA4, .
you work Use safety equipment correctly and in studies Workbook, All the
. . . SAS5, SB4, SB5 o
the right situations. activities are
described in the
Facilitator’s Guide,
Retail Lab
White board,
Take suitable safety measures before Marker, Overhead
lifting to protect yourself and other RAS/NO121 projector, Laptop,
people PC9, PC10, Internet access,
. . ' PC11, PC12, Worksheet
Activity to Lift Use lifting and handling equipment in ¢ ¢ Role plays and O.r > eg >are
. . S PC13, PC14, . . available in
and handle line with company guidelines and Simulations, . 1 hrs
, . . KA9, KA10, . Participant
goods safely manufacturers’ instructions Quiz

Understand responsibilities while
asking others to help in lifting and
handling operations.

KA11, KA12,
SA6, SA7, SAS,
SB6

Workbook, All the
activities are
described in the
Facilitator’s Guide,
Retail Lab

Page 13




o, A N:S:D-C
National
Skill Development
Bridge Corporation

€ nocmters Assocstions
LA Skl Coundl of ndia

URAL - CORFORATE LI

Transforming the skill landscape

Keep the store
clean and
hygienic

Get the equipment and materials
that are suitable for the surfaces
that need cleaning.

RAS/ N0123
PC1, PC2, PC3,
PC4, PC4, PC5,

Facilitation with PPT,

White board,
Marker, Overhead
projector, Laptop,
Internet access,
Worksheets are

Keep work Keep the risk of spillages to a PC6, PC7, KA1, | Videos, Trainer led aval!a!ole n 2 hrs
surfaces clean o . . Participant
minimum and clean up any KA2, KA3, KA4, | classroom discussion
) Workbook, All the
spillages promptly and KB1, SA1, SA2, .
thoroughly SA3, SB1, SB2 activities are
! ! described in the
Facilitator’s Guide,
Retail Lab
White board,
Marker, Overhead
j L
. . RAS/ NO123 projector, Laptop,
Get rid of waste and litter safely PCS. PCY Internet access,
. . . ’ ’ W k h
. and in line with company PC10,PC11, | Facilitation with PPT, | v orksheets are
Get rid of waste procedures. . . available in
) . . PC12, KA5, Videos, Trainer led .. 2 hrs
and litter Disturb other people as little as . . Participant
. . L KA6, KA7, KA8, | classroom discussion
possible while getting rid of Workbook, All the
waste and litter KB2, SAd, SAS, activities are
SA6, SB3, SB4 described in the
Facilitator’s Guide,
Retail Lab
White board,
Disturb oth | littl Marker, Overhead
IStUrD other peopie as littie as RAS/ N0123 projector, Laptop,
possible while getting rid of
L . PC13, PC14, e . Internet access,
Maintain waste and litter Facilitation with PPT,

. . PC15, KA9, . . Worksheets are
personal Use effective practices and Videos, Trainer led . . 2 hrs
hygiene techni for keepi hai KAL0, KAL1, classroom discussion available in

Vg echniques for keeping your hair, KA12, SA7, Participant

skin and nails clean enough for
the work

SAS8, SB5, SB6

Workbook, All the
activities are
described in the
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Facilitator’s Guide,
Retail Lab
White board,
Marker, Overhead
rojector, Laptop,
Get the equipment and materials RAS/ N0123 :ont(:rnet accepss P
that are suitable for the surfaces PC1, PC2, PC3, !
. ) Worksheets are
Activity on that need cleaning. PC4, PC4, PC5, : . : ;
) . ; Case studies, Online | available in
Keeping work Keep the risk of spillages to a PC6, PC7, KA1, - Lhr

o Assessments Participant

surfaces clean minimum and clean up any KA2, KA3, KA4,

) Workbook, All the
spillages promptly and KB1, SA1, SA2, Activities are
thoroughly SA3, SB1, SB2 described in the

Facilitator’s Guide,
Retail Lab
White board,
Marker, Overhead
RAS/ NO123 projector, Laptop,
Get rid of waste and litter safely PCS. PCY Internet access,
in li i ! y hart P Worksh
Activity to get and in line with company PC10, PC11, Chart apgr or s egts are
. procedures. presentation, Group | available in
rid of waste . . PC12, KA5, ) ) .. 2 hrs
) Disturb other people as little as discussions, Case Participant
and litter ) . . . KAB6, KA7, KAS, )
possible while getting rid of KB2. SA4. SAS studies Workbook, All the
waste and litter ’ ! ’ activities are
SA6, SB3, SB4 described in the
Facilitator’s Guide,
Retail Lab
Disturb oth | littl White board,
1S UL| 0 h?Ir pec?ci).e as',d' fe as RAS/ NO123 Marker, Overhead
Activity to pOssIbie W ,' € getting rid o PC13, PC14, projector, Laptop,
L waste and litter Role plays and
maintain . . PC15, KA9, . . Internet access,
Use effective practices and Simulations, 1hr
personal . ] ) KA10, KA11, . Worksheets are
. techniques for keeping your hair, Quiz . i
hygiene i 4 nails cl hf KA12, SA7, available in
:'h';vjzrk”a' > clean enoligh for SA8, SBS, SB6 Participant
Workbook, All the
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Provide information
and advice to
customers

R s
Transforming the skill landscape
activities are
described in the
Facilitator’s Guide,
Retail Lab
White board,
!dentlfy t.he customgr s needs for RAS/ NO124 Mal.’ker, Overhead
information and advice. PC1 PC2. PC3 projector, Laptop,
Provide :’rowdte mforTP?tlto.n anld ad\gce PC4, PC5, PC6, a'frrlgiteaeigzsrsé
information 0 cusl cimers atls redevant ! PC7, KA1, KA2, | Facilitation with PPT, available in
and advice to ;Z:;p €te, accurate and up to KA3, KA4, KAS5, | Videos, Trainer led Participant 3 hrs
meet the needs ) KAG6, KA7, KB1, | classroom discussion
of customers Find other ways to help the . SAL SA2, SA3, Wo.rll<l:?ook, All the
customer when the information activities are
. . . SA4, SB1, SB2, ) )
and advice given is not B3 described in the
satisfactory Facilitator’s Guide,
Retail Lab
White board,
RAS/ N0124 Marker, Overhead
PC8, PC9, PC10, projector, Laptop,
Identify the nature of the PC11, KAS, Internet access,
Help customers complamt from information KA9, KA10, Facilitation with PPT, Wo.rkshee.ts are
obtained from customers KA11, KA12, . . available in
sort out ; Videos, Trainer led .. 3 hrs
complaints Follow legal requirements and KA13, KA14, classroom discussion Participant
company policies and procedures SA5, SA6, SA7, Workbook, All the
for dealing with complaints SA8, SB4, SB5, activities are
SB6 described in the
Facilitator’s Guide,
Retail Lab
Activity on Identify the customer’s needs for RAS/ N0124 White board,
rovidin information and advice. PC1, PC2,PC3, | Role plays and Marker, Overhead
.p g Provide information and advice PC4, PC5, PC6, | Simulations, Case projector, Laptop,
information . . 4 hrs
and advice to to customers that is relevant, PC7, KA1, KA2, | Studies Internet access,
customers complete, accurate and up to KA3, KA4, KA5, | Quiz Worksheets are
date KAG6, KA7, KB1, available in
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Find other ways to help the
customer when the information
and advice given is not
satisfactory

SA1, SA2, SA3,
SA4, SB1, SB2,
SB3

Participant
Workbook, All the
activities are
described in the
Facilitator’s Guide,
Retail Lab

Activity to help

Identify the nature of the
complaint from information

RAS/ N0124
PC8, PC9, PC10,
PC11, KAS,
KA9, KA10,

Role plays,

White board,
Marker, Overhead
projector, Laptop,
Internet access,
Worksheets are

obtained from customers KA11, KA12, Classroom Games available in
customers sort . . i . 4 hrs
out complaints Follow legal r.egwrements and KA13, KA14, anq Simulations, Participant
company policies and procedures SA5, SA6, SA7, | Quiz Workbook, All the
for dealing with complaints SAS8, SB4, SB5, activities are
SB6 described in the
Facilitator’s Guide,
Retail Lab
Meet your organisation’s
standards of appearance and White board,
behaviour. Marker, Overhead
Greet your customer respectfully and projector, Laptop,
Create a positive Establish in a friendly manner. RAS/ N0130 Internet access,
image of self & effective Communicate with your customer in a PC1, PC2, PC3, Facilitation with PPT, Wo.rkshee.ts are
11 organisation in the rapport with way that makes them feel valued and PC4, PCS, PCH, Videos, Trainer led aval!aple 'n 2 hrs
respected. PC7, KA1, KA4, . . Participant
customers classroom discussion

customers mind

Identify and confirm your customer’s
expectations.

Treat your customer courteously
and helpfully at all times.

Keep your customer informed

and reassured.

SA5, SA6, SAS,
SB2, SB3,

Workbook, All the
activities are
described in the
Facilitator’s Guide,
Retail Lab
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Adapt your behaviour to respond
effectively to different customer
behaviour.
Respond promptly to a customer
Zifgcl:fha:?:;i: :e. ropriate White board,
. pp‘ b . Marker, Overhead
way of communicating with .
our customer projector, Laptop,
Y . ) RAS/ N0130 Internet access,
Check with your customer that you
Respond . PC8, PC9, e . Worksheets are
. have fully understood their Facilitation with PPT, . .
appropriately X PC10, PC11, . . available in
expectations. Videos, Trainer led .. 2 hrs
to customers Respond promptly and positively to PC12, kA2, classroom discussion Participant
pond promptly and p ¥ KA3, KAS, SA7, Workbook, All the
your customers' questions and .
SB1, activities are
comments. . .
. . described in the
Allow your customer time to consider . , .
o N nd give further Facilitator’s Guide,
you espo se and give fu ' e Retail Lab
explanation when appropriate.
. . . . White board,
Quickly locate information that will help Marker, Overhead
your customer. .
Give your customer the information projector, Laptop,
¥ . RAS/ N0O130 Internet access,
. they need about the services or
Communicate N PC13, PC14, I . Worksheets are
. . products offered by your organisation. Facilitation with PPT, . .
information to o . PC15, PC16, . . available in
Recognise information that your Videos, Trainer led . 2 hrs
customers customer might find complicated and SAL, 5A2, SA3, classroom discussion Participant
& P SA4, SB4, SBS, Workbook, All the
check whether they fully understand. .
Explain clearly t ) SB6 activities are
xplain clearly gyour customers any described in the
reasons why their needs or . ) .
tati tb ) Facilitator’s Guide,
expectations cannot be met. Retail Lab
Activity on Meet your organisation’s RAS/ N0130 Role plavs and White board,
establishing standards of appearance and PC1, PC2, PC3, SimuIF;ti:;ns Marker, Overhead 2 hrs
effective behaviour. PC4, PC5, PC6, projector, Laptop,
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rapport with Greet your customer respectfully and PC7, KA1, KA4, | Quiz— Product Internet access,
customers in a friendly manner. SA5, SA6, SA8, | related Worksheets are
Communicate with your customerin a SB2, SB3, available in
way that makes them feel valued and Participant
respected. Workbook, All the
Identify and confirm your customer’s activities are
expectations. described in the
Treat your customer courteously Facilitator’s Guide,
and helpfully at all times. Retail Lab
Keep your customer informed
and reassured.
Adapt your behaviour to respond
effectively to different customer
behaviour
Respond promptly to a customer
g
. pp' P . Marker, Overhead
way of communicating with .
our customer projector, Laptop,
. y , ) RAS/ N0130 Internet access,
Activity on Check with your customer that you
. . PC8, PC9, Internet Research, Worksheets are
responding have fully understood their . . . .
Aobrooriatel expectations PC10, PC11, Project presentation | available in 4 hrs
tc?zusfomer! Rez ond ro.m tly and positively to PC12, KA2, and Classroom Participant
P P p' 4 . P 4 KA3, KA5, SA7, | discussion Workbook, All the
your customers' questions and A
SB1, activities are
comments. . .
. . described in the
Allow your customer time to consider . , .

d eive furth Facilitator’s Guide,
your response and give ur' er Retail Lab
explanation when appropriate

Activity on Quickly locate information that will help RAS/ NO130 White board,
communicating your customer. PC13. PC14 Role play, Case Marker, Overhead
information to Give your customer the information PC15, PC16’ Studies, projector, Laptop, 2 hrs
customers they need about the services or ! ! Assessments Internet access,
i SA1, SA2, SA3,
products offered by your organisation. Worksheets are
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Recognise information that your
customer might find complicated and
check whether they fully understand.
Explain clearly to your customers any
reasons why their needs or
expectations cannot be met.

SA4, SB4, SB5,
SB6

available in
Participant
Workbook, All the
activities are
described in the
Facilitator’s Guide,
Retail Lab

12

Work effectively in
Team

Take opportunities to enhance the level
of assistance offered to colleagues
Meet all reasonable requests for
assistance within acceptable workplace

RAS/ N0137
PC1, PC2, PC3,
PC4, PC5, PC6,

Facilitation with PPT,

White board,
Marker, Overhead
projector, Laptop,
Internet access,
Worksheets are

S t th . . ilable i
wuopri(?c;ame timeframes PC7, KA1, KA2, | Videos, Trainer led I?’\;?'li?:i zr:: 2 hrs
Identify and display a non- KB1, KB2, KB3, | classroom discussion P
. . . Workbook, All the
discriminatory attitude in all contacts SA1, SA2, SB1, —_—
; activities are
with customers and other staff SB2 . .
b described in the
members Facilitator’s Guide,
Retail Lab
White board,
Marker, Overhead
Observe appropriate dress code and projector, Laptop,
emtonao Ll S
Maintain custo‘:ner ' (’) N PC8, PCY, KA3, | Facilitation with PPT, | 27 ™
personal . KB4, KB5, SA3, | Videos, Trainer led .. 2 hrs
. Follow personal hygiene procedures . . Participant
presentation . e ; SA4, SA5, SB3 classroom discussion
according to organisational policy and Workbook, All the
relevant legislation activities are
described in the
Facilitator’s Guide,
Retail Lab
Develop Int : fi d act kol RAS/N0137 Facilitation with PPT, | White board,
effective work LErpret, contirm and act on workplace PC10, PC11, Videos, Trainer led Marker, Overhead 2 hrs

habits

information, instructions and

PC12, PC13,

classroom discussion

projector, Laptop,
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procedures relevant to the particular
task

Plan and organise daily work routine
within the scope of the job role
Identify work and personal priorities
and achieve a balance between
competing priorities

PC14, PC15,
KA4, KB6, KB7,
SA6, SA7, SB4,
SB5

Internet access,
Worksheets are
available in
Participant
Workbook, All the
activities are
described in the
Facilitator’s Guide,
Retail Lab

Take opportunities to enhance the level
of assistance offered to colleagues
Meet all reasonable requests for

RAS/ N0137
PC1, PC2, PC3,

White board,
Marker, Overhead
projector, Laptop,
Internet access,
Worksheets are

Activity to assistance within acceptable workplace PC4, PC5, PC6, | Classroom Activity, available in
Support the timeframes PC7, KA1, KA2, | Role Play, Particinant 2 hrs
work team Identify and display a non- KB1, KB2, KB3, | Simulations P
. . . Workbook, All the
discriminatory attitude in all contacts SA1, SA2, SB1, _—
; activities are
with customers and other staff SB2 . .
b described in the
members Facilitator’s Guide,
Retail Lab
White board,
Marker, Overhead
Observe appropriate dress code and projector, Laptop,
N presentat|o_n as required by the RAS/ NO137 Internet access,
Activity to workplace, job role and level of PCS PCY KA3 Worksheets are
Maintain customer contact KB4, KBS' SA3, Case Studies, Role available in 2 hrs
personal Follow personal hygiene procedures " enc cna. | Play, Quiz Participant

presentation

according to organisational policy and
relevant legislation

SA4, SA5, SB3

Workbook, All the
activities are
described in the
Facilitator’s Guide,
Retail Lab
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Activity to
Develop
effective work
habits

Interpret, confirm and act on workplace
information, instructions and
procedures relevant to the particular
task

Plan and organise daily work routine
within the scope of the job role

Identify work and personal priorities
and achieve a balance between
competing priorities

RAS/N0137
PC10, PC11,
PC12, PC13,
PC14, PC15,
KA4, KB6, KB7,
SA6, SA7, SB4,
SB5

Case Studies, Role
Play, Quiz

White board,
Marker, Overhead
projector, Laptop,
Internet access,
Worksheets are
available in
Participant
Workbook, All the
activities are
described in the
Facilitator’s Guide,
Retail Lab

2 hrs

Total: 150 hours
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