COMPETENCY STANDARD
FOR

Mid-Level Management for RMG Production

(RMG & Textile ISC)

Level: 04
Competency Standard Code: RTCS0007L4V1

IRGfEY @7 SrfaES Fiw0T
QQIQE!.:%Q..@TEN@%.,.E?:V T TT

-

National Skills Development Authority =

Prime Minister’s Office, Bangladesh
Engr. B. M. Shariful Islam

Deputy Director (Skills Standard)
Principal
National Skills Development Authority (NSDA)
Prime Minister’s Office, Dhaka

Competency Standard on Mid-Level Management for RMG Production




Table of Contents

INETOTUCHION ...t ettt et e e e e e e e 2

KBV 0 corsmnimicniisssinsimmmmnmesssamersmmssmsssomsrl s st s e Eos s gt 3

NTVQF with Job Classifications ...................occoooooii o 4
NTVQF LeVel DESCIIPIONS. ........coveeee ettt 5
List of ADBreviations .............c.ooooiiiiiie e f
COUMBE SIUCIUNE............coninnrrninnisresmsensrmsasssrnssssssasssssss ssesessasssssessassassronsossstomsantns 9
Units & Elements at @ glanCe:..............oooo oo 10
s T e S 13
GU002L2V1: Apply Occupational Safety and Health (OSH) Practices in the
WPOEIIARIOI s i mmpomceiocsecone s S ES S aspmr s a 14
GUO005L3V1: Carryout Workplace Interaction in ENglish...............ocoeveoeoeoio 6 174
GUOOBLSVL: ApDlY BRSIC IT BKIllS...cizuciisssinissinsermessemmtoioismmsonssssssmsiessisastsmmnens 20
Sector Specific COMPEtENCIES ..............ooviiiiiiei oo 24
SURT001L2V1: Recognize the RMG Business SCenario.................cocvveeeeeveeen. 25
SURT003L2V1: Perform Measurement and Calculations ..................o.oocoooovrvooi) 27
SURTO004L3V1: Apply Quality Procedures .............oooeoveeeeeeeoeooeeoeoeo 30
Occupation Specific COMPEENCIES .............ccooeeeeeeeeeeeeeeeeeeeeeeeee 33
OUMLMO001L4V1: Perform Sewing Machine Operations. ...............cocoovvvvveovo1) 34
OUMLMO002L4V1: Develop Plan and Schedule .................coooooooeoeeeoeoo 37
OUMLMOO03L4V1: Interpret Organizational Structure .............ooovoevooeooo . 39
OUMLMO004L4V1: Carry Out Leadership in the Workplace...............cococoveevovev) 41
OUMLMOO05L4V1: Resolve Conflict and Assess RiSK............ocovvvoeeoeooe 43
OUMLMO06L4V1: Evaluate Production Performance..............ooovveeeeooooooo 45
DOPVIIEINE o imnsins ssiimssssmmemmmermmtismmns s s et e ot 48

=ngr. B. M. Shariful Islam
Dentty Director (Skills Standard)
Principal
¢ wral Skills Development Adthority NSDA)

e Aunsint = O oo Dk

Page 1 of 49



Introduction

The National Skills Development Authority (NSDA) aims to enhance an individual's
employability by certifying completeness with skills. NSDA works to expand the skilling
capacity of identified public and private training providers qualitatively and quantitatively. It
also aims to establish and operationalize a responsive skill ecosystem and delivery
mechanism through a combination of well-defined set of mechanisms and necessary
technical supports.

Key priority economic growth sectors identified by the government have been targeted by
NSDA to improve current job skills along with existing workforce to ensure required skills to
industry standards. Training providers are encouraged, supported to work with industry to
address identified skills and knowledge to enable industry growth, and increased
employment through the provision of market responsive inclusive skills training program.
"Mid-Level Management for RMG Production" is selected as one of the priority
occupations of RMG and Textile Sector. This standard is developed to adopt a demand
driven approach to training with effective inputs from Industry Skills Councils (ISC's),
employer associations and employers.

Generally, a competency standard informs curriculum, learning materials, assessment and
certification of trainees enrolled in TVET. Trainees who successfully pass the assessment
will receive a qualification in the National Technical and Vocational Qualification Framework
(NTVQF) and will be listed on the NSDA'’s online portal.

This competency standard is developed to improve skills and knowledge in accordance with
the job roles, duties and tasks of the occupation and ensure that the required skills and
knowledge are aligned to industry requirements. A series of stakeholder consultations,
workshops were held to develop this document.

The document also details the format, sequencing, wording and layout of the Competency
Standard for an occupation, which is comprised of Units of Competence and its
corresponding Elements.

=
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Overview

A competency standard is a written specification of the knowledge, skills and attitudes

required for the performance of an occupation, trade or job corresponding to the industry

standard of performance required in the workplace.

The purpose of competency standards is to:

. provide a consistent and reliable set of components for training, recognising and
assessing people’s skills, and may also have optional support materials

. enable industry recognised qualifications to be awarded through direct assessment of
workplace competencies

s encourage the development and delivery of flexible training which suits individual and
industry requirements

= encourage learning and assessment in a work-related environment which leads to
verifiable workplace outcomes

Competency standards are developed by a working group comprised of representative from

NSDA, Key Institutions, ISC, and industry experts to identify the competencies required of an
occupation in RMG & Textile sector.
Competency standards describe the skills, knowledge and attitude needed to perform
effectively in the workplace. CS acknowledge that people can achieve technical and
vocational competency in many ways by emphasizing what the learner can do, not how or
where they learned to do it.
With competency standards, training and assessment may be conducted at the workplace or
at training institute or any combination of these.
Competency standards consist of a number of units of competency. A unit of competency
describes a distinct work activity that would normally be undertaken by one person in
accordance with industry standards.
Units of competency are documented in a standard format that comprises of:

= unit title
nominal duration
unit code
unit descriptor
elements and performance criteria
variables and range statement
curricular content guide

= assessment evidence guide
Together, all the parts of a unit of competency:

= describe a work activity

= guide the assessor to determine whether the candidate is competent or not yet

competent

The ensuing sections of this document comprise of a description of the relevant occupation,

trade or job with all the key components of a unit of competency, including:

. a chart with an overview of all Units of Competency for the relevant occupation, trade
or job including the Unit Codes and the Unit of Competency titles and corresponding
Elements

. the Competency Standard that includes the Unit of Competency, Unit Descriptor,
Elements and Performance Criteria, Range of Variables, Curricular Content Guide and
Assessment Evidence Guide.

Engr. B, M. Shariful Islam
Denttv Director (Skills Standard)
Principal
i:al Skills Development Authority (NSDA)
“uhie Minister's Office, Dhaka Page 3 of 49




NTVQF with Job Classifications

Competency Standards for National Skill Certificate = IV in

Mid-Level Management for RMG Production

NTVQF ~ EDUCATION SECTORS
LEVELS | Pre-Vocation | Vocational | Technical J08 Sessiminn
| Educaton | Education | Education o
Diploma in Middle Level Manager
NTVQF 6 engineering /Sub Assistant Engr.
or equivalent etc.
e '\éa;'r‘;;:'atsek;" Highly Skiled Worker
(NSC 5) Supervisor
National Skill
NTVQF 4 Certificate 4 Skilled Worker
(NSC 4)
National Skill
NTVQF 3 Certificate 3 Semi-Skilled Worker
(NSC 3)
National Skill
NTVQF 2 Certificate 2 Basic Skilled Worker
(NSC 2)
National Skill
NTVQF 1 Certificate 1 Basic Worker
(NSC 1)
ol NetenalPre- ol .
Pre-Voc 2 Voeetlon;:ertm Pre-Vocation Trainee
' NPVCD)
| National Pre- .
Pre-Voc 1 | me ?eﬂiﬁcate Pre-Vocation Trainee
- ~ (NPVC 1)
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NTVQF Level Descriptors

| Responsibility | Job Class.
e Mange a team or
¢ Specialised and teams in
o Comprehensive | restricted range of workplace
actual and cognitive and activities where
theoretical practical skills there is
knowledge required to unpredictable Supervisor / Middle
within a specific | provide leadership change Level Manager / Sub
study area with in the o |dentify and Assistant Engr. etc.
an awareness development of design leaming
of the limits of creative solutions programs to
that knowledge to defined develop
problems performance of
team members
» Very broad » Very broad range : 'rl'easke z;ﬁ:lﬁ:; fr
knowledge of of cognitive and con‘:gl beosing.
the underlying, practical skills taies 1 veork o
concepts, required to studd Highly Skilled Worker /
principles, and generate solutions A Iy ik Supervisor
processesina | to specific COUEY .
specific study problems in one or expc_anenpeﬁ it
area more study areas. Solving similar
problems
* Range of cognitive | Take
« Broad and practical skills | * responsibilty,
knowledge of gk I.t(;' — within reason, for
the underlying, gg‘cﬂgl’f’: asKS 1 completion of
concepts, problems by tasksinwork or | gyied Worker
principles, and seladti study
5 ng and
PIOGESIES Y1 A applying the full * Apply past
specific study rar? 5; o% StHooR experiences in
area t oolgs, rlarals ' solving similar
and information RS
» Basic cognitive
and practical skills
required to use
g lt\)nrgggrately ref!evag:i . . W%rk or study .
. information in under supervision —
Is‘gcmlﬁecdgti g; a order to carry out with Bome Semi-Skilled Worker
atwn tasks and to solve autonomy
) routine problems
using simple rules
and tools
¢ Basic
underpinning » Basic skills ¢ zg‘%r:r?; :ltr:‘tj:)t,
knowledge in a required to carry supervision in a Basic Skilled Worker
:[::ﬁc study out simple tasks stnictinad contiod

-
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NTVGF

. Elementéry S | "" |
understandin -
of the 9 1. L:irl}rted range of Work or study
1 o skills requq‘ed to under direct .
knowlrgdge irg'u & carry out simple supervision in a Basic Worker
specific study tasks structured context
area.
: » Very limited range | * VoK OF.Sudy
Pre-Voc | e Limited general of skills aqd use of :3 J ;gndn =
> e tools required to |  SUPSVISIon| Pre-Vocation Trainee
knowledg : well-defined,
carry out simple
: taske structured
_ context.
' e : : Simple work or
¢ Minimal range of study exercises
Pra-vee | * EXemely | s mequired [ : :
§rnitad aeneral requir to _ under direct ; .
1 vl egge carry out simple supervision in a PHeVooabon nas
7 tasks ' clear, well defined
: _ structured context
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List of Abbreviations

NSDA - National Skills Development Authority

CS - Competency Standard

ILO - International Labor Organization

ISC — Industry Skills Council

NPVC — National Pre-Vocation Certificate

NTVQF — National Technical and Vocational Qualifications Framework
SCVC - Standards and Curriculum Validation Committee
TVET — Technical Vocational Education and Training
UoC - Unit of Competency

OSH - Occupational Safety and Health

PPE — Personal Protective Equipment

SOP - Standard Operating Procedures

BOM - Bill of Material

CM — Cost Manufacturing

FOB - Free on Board

TNA - Time and Action

ERC - Export Registration Certificate

IRC - Import Registration Certificate

TIN = Tax Identification Number

VAT - Value Added Tax 2'@
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National Competency Standards for National Skill Certificate -4 in

Mid-Level Management for RMG Production

Course Structure

. Level

Nominal

' Hours

Gen

eric Competencies

50

GU002L2V1

Practices in the Workplace

Apply Occupational Safety and Health (OSH)

15

GUO005L3V1

Carry out workplace interaction in English

15

GU006L3V1

Apply basic IT skills

20

Sector Specific Competencies

50

4

SURTO001L2V1

Recognize the RMG Business Scenario

15

SURTO003L3V1

Perform Measurement and Calculations

15

SURTO004L3V1

Apply Quality Procedure

20

upation Specific Competencies

260

| oumLMOO1LAVY

Perform sawmgmachmeopemhons

60

| ouMLMOo2LaVT

| Develop plan and schedule

40

10

30

e

ovmuuonnant

Canry outleadership in the workplace

4.

12

| OUMLMOOSLAV1

Resolve conflict and assess risk

40

e 3_:;

| ouMLMOoBLAVY

Coleh o e

50

Total Nominal Learning Hours

360

...
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Competency Standards for National Skill Certificate — 4 in
Mid-Level Management for RMG Production

Units & Elements at a glance:
Generic Competencies

Code

Unit of
Competency

Elements of Competency

Duration
Hours

GuUo002L2Vv1

Apply Occupational :

Safety and Health
(OSH) Practices in
the Workplace

. ldentify, control and report OSH
 hazards

2. Conduct work safety

3. Follow emergency response

procedures

. Maintain and improve health and safety

in the workplace

15

GUO005L3V1

Carry out workplace

interaction in English

. Interpret workplace communication and

etiquette.

. Interpret Workplace Documents.
3. Work as a team member.
. Participate in workplace meetings and

discussions

. Practice professional ethics at work.

15

GU006L3V1

Apply basic IT skills

. Identify and use most commonly used

IT tools.

2. Operate Computer.
3. Work with word processing software.
4. Use spread sheet to create /prepare

worksheets.

. Use presentation packages to create /

prepare presentation

6. Print the documents
7. Use the Internet and Access E-Mail.

20

Total Hour

50

g -4
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Competency Standards for National Skill Certificate — 4 in
Mid-Level Management for RMG Production

Sector Specific Competencies

Code Unit of Competency Elements of Competency Nﬁg:j:':'
1. Examine the background of RMG
R ize the RMG —
ecognize the A e A
SURTO001L2V1 Hoibiiatis Sctnhie 2. |dentify major industries of RMG 15
sector.
3. List prime local and export markets.
:’nerform e 1. Select measuring devices.
easurement an -
SURTO003L2V1 | Salciiaions i the 2. Obtain measurements for apparel. 15
RMG Sector 3. Perform simple calculations.
1. ldentify quality procedures.
SURT004L3v1 | APPly Quality 2. Follow quality procedure 20
Procedure : b e :
3. Maintain standard procedure
Total Hours 50

=

-ngr. B. M, Shariful Islam
Depitv Director (Skills Standard)
Principal _
r_nal Skills Development Authority (NSDA)
Same Minister's Office, Dhaka

Page 11 of 49




Occupation Specific Competencies
Code

Mt of Nominal
Hours

Total Hours 260

Engr. B. M. Shariful Islam
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Prime Minister’s Office, Dhaka
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Generic Competencies
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Unit Code and
Title :

GU002L2V1: Apply Occupational Safety and
Health (OSH) Practices in the Workplace

Unit Descriptor

This unit covers the knowledge, skills and attitudes required to
apply occupational safety and health (OSH) practices in
workplace. It specifically includes — identify, control and report
OSH hazards; conduct work safety; follow emergency
response procedures; and maintain and improve safety and
health in the workplace.

Nominal Hours

15 Hours

Elements of
Competency

Performance Criteria
Bold & Underlined terms are elaborated in the Range of
Variables

1. Identify, control and
report OSH hazards

1.1 Immediate work area is routinely checked for Occupational
Health and Safety (OSH) hazards prior to commencing and
during work.

1.2 Hazards and unacceptable performance are identified and
corrective action is taken within the level of responsibility.

1.3 OSH hazards and incidents are reported to appropriate
personnel according to workplace procedures.

1.4 Safety signs and symbols are identified and followed.

2. Conduct work safety

2.1 OSH practices are applied in the workplace.
2.2 Personal Protective Equipment (PPE) is used.

3. Follow emergency
response procedures

3.1 Emergencies are identified and reported according to
workplace requirements.

3.2 Emergency procedures are followed as appropriate to the
nature of the emergency and according to workplace
procedures.

3.3 Workplace procedures for dealing with accidents, fires
and emergencies are followed whenever necessary within
scope of responsibilities.

4. Maintain and
improve health and
safety in the
workplace

4.1 Risks are identified and appropriate control measures are
implemented in the workplace.

4.2 Recommendations arising from risk assessments are
implemented within level of responsibility.

4.3 Opportunities for improving OSH performance are
identified and raised with relevant personnel.

4.4 Safety records are maintained according to company

policies.

Range of Variables

Variables

Range (may include but not limited to):

-

Engr. B. M. Shariful Islam
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1. Hazards

i

1.2

1.3

OSH incidents include near misses, injuries, illnesses and
property damage, noise, handling hazardous substances,
other hazards

Working with and near moving equipment / load shifting
equipment

Broken or damaged equipment or materials

2. Personal Protective
Equipment (PPE)

sy
22
2.3
24
2.5
26
27
2.8
2.9

Apron

Safety Helmet
Goggles

Ear muffs
Gas musk
Face shield
Ear plugs
Gloves
Safety Boots

3. Workplace
procedures

3.1

3.2
3.3

34
3.5

OSH system and related documentation including policies
and procedures

Standard Operating Procedures (SOPs)

Information on Hazards and work process, hazard alerts,
safety signs and symbols

Labels

Material Safety Data Sheets (MSDSs) and manufacturers’
advice

4. Company policies

4.1
4.2

Job related Standard Operating Procedures (SOPs)
Occupational Health and Safety (OSH) specific procedures

Evidence Guide

The evidence must be authentic, valid, sufficient, reliable, consistent, recent and meet all
requirements of current version of the Unit of Competency

1. Critical aspects of
competency

Assessment required evidence that the candidate:

1.1
1.2
1.3
14
1.5
1.6

used personal protective equipment (PPE).

identified hazards.

took corrective action of different hazards.

took corrective action for emergency procedure.
reported emergency to the supervisor / manger.
satisfied requirements mentioned in the performance
criteria and range of variables.

Engr. 8. M. g%ariful Islam
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2.1 OSH Workplace Policies and Procedures

2.2 Work Safety Procedures

2.3 Fire and emergency procedures

2.4 Types of Hazards (Biological, Chemical and Physical and

their effects)
2. Underpinning 2.5 PPE types and uses
knowledge 2.6 Personal Hygiene Practices

2.7 OSH Awareness

2.8 Steps of Hazard Identification
2.9 Principles of Hazards control
2.10 Employer's Role

2.11 Supervisor's Responsibilities

3.1 Interpreting OSH policies and procedures
3.2 Interpreting personal work safety practices
- . 3.3 Reporting process of hazards and risks
3. Underpinning skills 3.4 Responding techniques to emergency procedures
3.5 Maintaining procedure of physical well-being in the
workplace

4.1 Commitment to occupational health and safety
4.2 Sincere and honest to duties

4.3 Promptness in carrying out activities

4.4 Environmental concerns

4.5 Eagerness to learn

4.6 Tidiness and timeliness

4.7 Respect of peers and seniors in workplace

4.8 Communicate with peers and seniors in workplace

4. Required attitude

The following resources must be provided:

5.1 Workplace (actual or simulated)

5. Resource 5.2 Tools and equipment appropriate to workplace
implications 5.3 Materials relevant to the proposed activity

5.4 Alltools, equipment, material and documentation required

5.5 Relevant specifications or work instructions

6.1 Written Test

6. Methods of 6.2 Demonstration
assessment 6.3 Oral Questioning
6.4 Portfolio
7.1 Competency assessment must be done in a NSDA
7. Context of accredited assessment centre
assessment 7.2 Assessment should be done by an NSDA certified/

nominated assessor

Accreditation Requirements

National Skills Development Authority (NSDA), the National Quality Assurance Body, or
a body with delegated authority for quality assurance to conduct training and
assessment against this unit of competency for credit towards the award of any NTVQF
qualification must accredit training Providers. Accredited providers assessing against
this unit of competency must meet the quality assurance requirements set by NSDA.

o 2
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Unit Code and Title

GUO005L3V1: Carryout Workplace Interaction in
English

Nominal Hours

15 Hours

Unit Descriptor

This unit covers the knowledge, skills and attitudes required to
carry out workplace interaction. It specifically includes -
interpreting workplace communication and etiquette; reading and
understand workplace documents; participating in workplace

meetings and discussions; and practicing professional ethics at
workplace.

Elements of Competency

Performance Criteria
Bold & Underlined terms are elaborated in the Range of
Variables Training Components

1. Interpret workplace
communication and
etiquette

1.1 Workplace code of conducts are interpreted as per
organizational guidelines

1.2 Appropriate lines of communication are maintained with
supervisors and colleagues

1.3 Workplace interactions are conducted in a courteous
manner to gather and convey information

1.4 Questions about routine workplace procedures and
matters are asked and responded as required

2. Interpret Workplace
Documents

2.1 Workplace documents are interpreted as per standard.

2.2 Assistance is taken to aid comprehension when required
from peers / supervisors

2.3 Visual information / symbols / signage’s are understood and
followed

2.4 Specific and relevant information are accessed from
appropriate sources

2.5 Appropriate medium is used to transfer information and
ideas

3. Participate in workplace
meetings and
discussions

3.1 Team meetings are attended on time and followed meeting
procedures and etiquette

3.2 Own opinions are expressed and listened to those of others
without interruption

3.3 Inputs are provided consistent with the meeting purpose and
interpreted and implemented meeting outcomes

4. Practice professional
ethics at workplace

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

4.2 Tasks are performed in accordance with workplace
procedures

4.3 Confidentiality is respected and maintained

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

Range of Variables

% Page 17 of 49
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Variable

Range (may include but not limited to):

1. Courteous Manner

1.1 Effective questioning
1.2 Active listening
1.3 Speaking skills

2. Workplace Procedures
and Matters

2.1 Notes

2.2 Agenda

2.3 Simple reports such as progress and incident reports
2.4 Job sheets

2.5 Operational manuals

2.6 Brochures and promotional material

2.7 Visual and graphic materials

2.8 Standards

2.9 OSH information

2.10 Signs

3. Appropriate Sources

3.1 HR Department
3.2 Managers
3.3 Supervisors

Evidence Guide

The evidence must be authentic, valid, sufficient, reliable, consistent and recent and meet the
requirements of the current version of the Unit of Competency

1. Critical Aspects of
Competency

Assessment required evidence that the candidate:

1.1 followed workplace code of conducts is as per
organizational guidelines

1.2 maintained workplace documents as per standard

1.3 followed workplace instructions and symbols

1.4 followed and implemented meeting outcomes

2. Underpinning
Knowledge

2.1 Workplace communication and etiquette
2.2 Workplace documents, signs and symbols
2.3 meeting procedure and etiquette

3. Underpinning Skills

3.1 Interpreting performance of workplace communication and
etiquette

3.2 Interpreting workplace instructions and symbol

3.3 Interpreting workplace code of conducts is as per
organizational guidelines

3.4 Interpreting workplace documents as per standard

3.5 Interpreting and implementing meeting outcomes

4. Underpinning Attitudes

4.1 Commitment to occupational health and safety

4.2 Promptness in carrying out activities

4.3 Sincere and honest to duties

4.4 Environmental concerns

4.5 Eagerness to learn

4.6 Tidiness and timeliness

4.7 Respect for rights of peers and seniors in workplace
4.8 Communication with peers and seniors in workplace

5. Resource Implications

The following resources must be provided:

ﬂ'—m_ Page 18 of 49
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5.1 Relevant tools, Equipment, software and facilities needed
to perform the activities.
5.2 Required learning materials.

Methods of assessment may include but not limited to:

6.1 Written Test
6. Methods of Assessment | g 2 Demonstration

6.3 Oral Questioning
6.4 Portfolio

7.3 Competency assessment must be done in a NSDA
accredited assessment centre

7.4 Assessment should be done by an NSDA certified/
nominated assessor

7. Context of Assessment

Accreditation Requirements

National Skills Development Authority (NSDA), the National Quality Assurance Body, or a body
with delegated authority for quality assurance to conduct training and assessment against this
unit of competency for credit towards the award of any NTVQF qualification must accredit
training Providers. Accredited providers assessing against this unit of competency must meet
the quality assurance requirements set by NSDA.

Fam
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Unit Code and Title

GUO006L3V1: Apply Basic IT Skills

Nominal Hours

20 Hours

This unit covers the basic knowledge, skills and attitude required to
work with IT Tools. It specifically includes Identifying and using
most commonly used IT Tools, operating computer, working with

Unit Descriptor word processing software, using spread sheet to create /prepare
worksheets, using presentation packages to create / prepare
presentation, printing the documents and using the internet and
access e-Mail.

Performance Criteria
TS o Bold and Underlined terms are elaborated in the Range of
Competency R R T

Variables Training Components.

1. Identify and use most
commonly used IT
Tools

1.1 Context of IT is interpreted
1.2 Commonly used IT tools are identified
1.3 Safe work practice and OSH Standards are followed

2. Operate Computer.

2.1 Peripherals are checked and connected with computer as per
standard

2.2 Power cords / adapter are connected with computer and
power outlets socket safely.

2.3 Computer is switched on gently.

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

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

2.6 Properties of files and folders are viewed and searched.

2.7 Disks are defragmented, formatted as per requirement.

3. Work with word
processing software.

3.1 Word Processing software is selected and started

3.2 Basic typing technique is demonstrated

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

3.4 Contents are entered.

3.5 Documents are formatted.

3.6 Paragraph and paae settings are completed

4. Use spread sheet to
create /prepare
worksheets

4.1 Spreadsheet are selected and started.

4.2 Worksheets are created as per requirement in Personal use
and office environment.

4.3 Data are entered

4.4 Functions are used for calculating and editing logical
operation

4.5 Sheets are formatted as per requirement.

4.6 Charts are created.

4.7 Charts/ Sheets are previewed

—eh
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5.1

Appropriate presentation software packages are selected and
started

) 5.2 Presentation is created as per requirement in personal use
5. Use presentation :
packages to create / iy enwronment .
. 5.3 Image, lllustrations, text, table, symbols and media are
prepare presentation )
entered as per requirements.
5.4 Presentations are formatted and animated.
5.5 Presentations are previewed.
6.1 Printer is connected with computer and power outlet properly.
6. Print the documents 6.2 Power is switched on at both the power outlet and printer.
’ 6.3 Printer is installed and added.
6.4 Correct printer settings are selected and document is printed.
7.1 Appropriate internet browsers are selected
7.2 Search engines are used to access information
7.3 Video / Information are Shared /downloaded / uploaded from /
to web site/social media.
7.4 Web based resources are used
7.5 Email services are identified and selected to create a new
7. Use the Internet and .
Access E-Mail s addrgss :
7.6 Document is prepared, attached and sent to different types of
recipient.
7.7 Email is read, forwarded, replied and deleted as per
requirement.
7.8 Custom email folders are created and manipulated.
7.9 Email message is printed.

Range of Variables

Variable

Range (may include but not limited to):

1. IT tools

1.1
1.2
13
14
1.5
16
¢ 5 4
1.8
1.9

Phone

Cell Phone
TABs
Radio
Television
Computers
Laptops
Notebooks
Internet

1.10 Software
1.11 Satellite

2. Peripherals

2.1,
v
2.3.
24.
2.5.
28

Monitor
Keyboard
Mouse
Modem
Scanner
Printer

e
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3. Desktop / GUI settings

3.1
3.2
3.3
3.4

Icons
Taskbar
View
Resolutions

4. Documents

41
42

43

4.4

Word documents

Standard CV / Bio-Data with different text & fonts, image and
table.

Application / Official letter with proper paragraph and
indenting, spacing, styles, lllustrations, Tables, Header &
Footers and symbols.

Standard report / newspaper items with column, footnote and
endnote, drop cap, indexing and page numbering.

5. Contents

5.1
52
5.3
5.4
5.5

lllustrations and styles
Text

Table

Symbols

Header & Footer

6. Formatted.

6.1
6.2
6.3
6.4
6.5
6.6

Bold

Italic

Underline

Font size, colour,
Change case
Alignment and intend

7. Functions

‘%
T2
3.

Mathematics
Logical
Simple Statistical

8. Browsers

8.1
8.2
8.3
8.4
8.5
8.6

Internet Explorer
Firefox

Google Chrome
Opera

Safari

Omni Web

Evidence Guide

The evidence must be authentic, valid, sufficient, reliable, consistent and recent and meet the
requirements of the current version of the Unit of Competency.

1. Critical Aspects of
Competency

Assessment required evidence that the candidate:

14

1.2
1.3
1.4
1.5

created, opened, copied, renamed, deleted and sorted files
and folders as per requirement.

completed application software Installations as per standard
performed simple trouble shooting with Computer

created email accounts.

used email account for online platforms purpose

sl
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2.1 Basic competent of PC

2.2 IT and IT Tools

2.3 Different type of software and application packages

2. Underpinning 2.4 Use of word processor, spread sheet and presentation
Knowledge software

2.5 Different type of math and logical functions

2.6 Computer Trouble Shooting

2.7 Techniques to access internet

3.1 Identifying and use IT Tools

3.2 Demonstrating typing on word processing software

3.3 Saving and retrieving documents on Word Processing
software.

3.4 Demonstrated ability to create email accounts

3.5 Opening an email account and use it for different purpose.

3.6 Configured appropriate printer settings and printed the
document

3.7 Used functions for calculating and editing logical operation in
spread sheet

3. Underpinning Skills

4.1 Commitment to occupational health and safety

4.2 Environmental concerns

4.3 Eagerness to learn

4.4 Tidiness and timeliness

4.5 Respect for rights of peers and seniors in workplace
4.6 Communication with peers and seniors in workplace

4. Underpinning Attitudes

The following resources must be provided:

5.1 Workplace (simulated or actual)

5.2 IT Tools

5. Resource Implications | 53 Computers with word processing application
5.4 Internet connection

5.5 Presentations

5.6 Learning manuals

6.1 Written Test

6. Methods of 6.2 Demonstration
Assessment 6.3 Oral Questioning
6.4 Portfolio

7.1 Competency assessment must be done in a NSDA accredited
assessment centre

7.2 Assessment should be done by an NSDA certified/ nominated
assessor

7. Context of Assessment

Accreditation Requirements

National Skills Development Authority (NSDA), the National Quality Assurance Body, or a body
with delegated authority for quality assurance to conduct training and assessment against this
unit of competency for credit towards the award of any NTVQF qualification must accredit
training Providers. Accredited providers assessing against this unit of competency must meet

the quality assurance requirements set by NSDA.
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Unit Code and Title

SURT001L2V1: Recognize the RMG Business
Scenario

Nominal Hours

15 Hours

This unit covers the knowledge, skills and attitude required to
recognize the RMG business scenario. It specifically includes

Unit Descriptor examining the background of RMG industries, identifying the main
industries within RMG industries, and identifying prime local and
export markets.

Performance Criteria
RIS, ik Bold _and Underlined terms are elaborated in the Range of
Competency :
Variables.
1. Examine the 1.1. Historical background of RMG industries is examined and
background of RMG described.
industries 1.2. Backward and forward linkages are identified.

2. Identify main industries
within RMG industries

2.1. Main industries of the RMG sector are identified.
2.2. Importance of RMG industries and main industries is
explored and analyzed.

3. Identify prime local and
export markets

3.1 Prime local markets and export markets are identified.
3.2 Local and export markets are listed.

Range of Variables

Variable

Range (may include but not limited to):

1. Export markets

1.1 United States
1.2 European
1.3 Asian

Evidence Guide

The evidence must be authentic, valid, sufficient, reliable, consistent and recent and meet the
requirements of the current version of the Unit of Competency.

1. Critical aspects of
competency

Assessment required evidence that the candidate:
1.1 illustrated history of RMG industries

1.2 identified prime local and export markets
1.3 listed local and export markets

2. Underpinning
knowledge

2.1. History of RMG industries
2.2. Prime local and export markets

3. Underpinning skills

3.1. Interpreting the history of RMG industries
3.2. Interpreting prime local and export markets

4.1. Commitment to occupational health and safety

4. Underpinning 4.2. Environmental concerns
attitudes 4.3. Eagerness to learn

4.4. Tidiness and timeliness

i <A1
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4.5. Respect for rights of peers and seniors in workplace
4.6. Communication with peers and seniors in workplace

The following resources must be provided:
5. Resource 5.1

o Tools, equipment and physical facilities appropriate to
implications

perform activities.
5.2. Materials, consumables to perform activities.

6.1. Written Test

6. Methods of 6.2. Oral Questioning
Assessment 6.3. Demonstration
6.4. Portfolio
7.1. Competency assessment must be done in a NSDA accredited
7. Context of assessment centre
Assessment 7.2. Assessment should be done by an NSDA certified/nominated
assessor
Accreditation Requirements

National Skills Development Authority (NSDA), the National Quality Assurance Body, or a body
with delegated authority for quality assurance to conduct training and assessment against this
unit of competency for credit towards the award of any NTVQF qualification must accredit
training Providers. Accredited providers assessing against this unit of competency must meet
the quality assurance requirements set by NSDA.
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Unit Code and Title

SURTO003L2V1: Perform Measurement and
Calculations

Nominal Hours

15 Hours

This unit covers the knowledge, skills and attitudes required to
perform measurements and calculations in RMG sector. It

Unit Descri : : . _ : iy
it Descriptor specially includes selecting measuring devices, obtaining
measurements for apparel and performing simple calculation.
Elnmunts of ;Z:Io:'::ln?ncd::lei::d terms are elaborated in the Range of
Competency i

Variables.

1. Select measuring
devices

1.1. Work instructions are confirmed and applied to the job in
hand

1.2. Materials to be measured are identified as per job
specifications

1.3. Appropriate measuring devices are selected based on
materials to be measured

1.4. Specifications are obtained from relevant documents

1.5. Tolerance and clearance limits are identified and adjusted
according to the job requirements

2. Obtain measurements
for apparel

2.1. Accurate measurements are obtained in accordance with
job requirements

2.2. Systems of measurements are identified and measurement
conversions done as per requirement

2.3. Measurements are confirmed and recorded in the given
company format

3. Perform simple
calculations

3.1. Simple calculations involving_basic operations are carried
out

3.2. Other operations are used to complete tasks

3.3. Appropriate formulas for calculating quantities of materials
are selected

3.4. calculations are performed and verified

3.5. Material quantities are calculated and shared with team as
per requirement

Range of Variables

Variables

Range (may include but not limited to):

1. Measuring device

1.1. Measuring Tape
1.2. Steel rule

1.3. Calculator

1.4. Sets square

2. Documents

2.1. Technical Manuals
2.2. Specifications
2.3. Sketches

2.4. Charts

=7
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2.5. Photographs

3.1. Length
3.2. Width
3.3. Weight
3.4. Tolerance

3. Measurements

4.1. Addition
4.2. Subtraction
4.3. Multiplication
4.4. Division

4. Basic operation

5.1. Fractions

5.2. Percentages
5. Other operations 5.3. Mixed numbers
5.4. Conversions
5.5. Scales

6.1. Area

6.2. Volume

6. Calculations 6.3. Circumference
6.4. CBM

6.5. Volumetric Weight

Evidence Guide

The evidence must be authentic, valid, sufficient, reliable, consistent and recent and meet the

requirements of the current version of the Unit of Competency.

1. Critical aspects of
competency 12

measured

Assessment required evidence that the candidate:
1.1 selected measuring devices based on materials to be

obtained measurements as per job requirements
1.3 performed calculations for quantities of materials
1.4 confirmed and recorded measurements as per standard

2. Underpinning merchandising

2.1 Information on measuring devices
2.2 Selection technique of appropriate measuring devices
2.3 Measurement and calculation

technique for apparel

knowledge 2.4 Techniques of recording measurements

2.5 Way to allowance and Tolerance
2.6 Presentation of data and information
2.7 |Instructions to use of measuring devices

measured

document

3.1 Identifying measuring devices based on materials to be

3.2 Obtaining specification of measuring devices from relevant

3. Underpinning skills 3.3 Obtaining the technique of measurement according to the job

requirements

3.4 Identifying tolerance and clearance limits and adjusting
according to the job requirements
3.5 Conforming and recording measurements as per standard
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4.1 Commitment to occupational health and safety

4.2 Environmental concerns

4.3 Eagerness to learn

4.4 Tidiness and timeliness

4.5 Respect for rights of peers and seniors in workplace
4.6 Communication with peers and seniors in workplace

4. Underpinning attitudes

The following resources must be provided:

5. Resource implications | ©-1- Tools, equipment and physical facilities appropriate to
perform activities.

5.2. Materials, consumables to perform activities.

6.1 Demonstration
6.2 Oral Questioning

6.Methods of assessment 6.3 Written Test

6.4 Portfolio
7.1 Competency assessment must be done in a NSDA
7. Context of accredited assessment centre
assessment 7.2 Assessment should be done by an NSDA certified/

nominated assessor

Accreditation Requirements

National Skills Development Authority (NSDA), the National Quality Assurance Body, or a body
with delegated authority for quality assurance to conduct training and assessment against this
unit of competency for credit towards the award of any NTVQF qualification must accredit
training Providers. Accredited providers assessing against this unit of competency must meet
the quality assurance requirements set by NSDA.
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Unit Code and Title

SURTO004L3V1: Apply Quality Procedures

Noniinal Hours

20 Hours

Unit Descriptor

This unit covers the knowledge, skills and attitude required for
applying quality procedures for RMG sector. It specially includes
Identifying & following quality procedures & maintaining standard
procedure

Elements of
Competency

Performance Criteria
Bold and Underlined terms are elaborated in the Range of
Variables.

1. |dentify quality
procedures

ks
1.2
1.3.
14.
1.5.

Manuals are collected as per sample

Importance of manuals is recognized

Instructions and procedures are identified
Required information are collected from manuals
Performance measurement systems are identified

2. Follow quality
procedure

2k

22

2.3.
24,

Instructions and procedures are followed strictly and duties are
performed in accordance with demand of guality

improvement system.

Concept of supplying product or service to meet the customer
guality requirements is understood and accordingly applied.
Conformance to specifications is ensured.

Defects are detected and reported to authority according to
standard operating procedures

3. Maintain standard
procedure

3.1
3.2.

3.3.
34.

3.5.

Performance is assessed at regular interval.

Specifications and standard operating procedures are
established

Quality of product is checked and verified.

Quality control and quality assurance system procedures for
each job are followed.

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

Range of Variables

Variables

Range (may include but not limited to):

1. Manuals

1.1
1.2
13
14
1.5
16

Buyers specification manual
Compliance manual

Maintenance procedure manual
Periodic maintenance manual

Quality manual

Signs and symbols, instruction manuals

2. Quality
improvement
system.

-y
22
2.3
2.4
2.5

Quality inspection

Testing

Quality control.

Quality assurance

Total Quality Management

o
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3. Customer quality
requirements

3.1 Performance
3.2 Features
3.3 Reliability
3.4 Conformance
3.5 Aesthetics
3.6 Durability.

Evidence Guide

The evidence must be authentic, valid, sufficient, reliable, consistent and recent and meet
the requirements of the current version of the Unit of Competency.

1.Critical aspects of
competency

Assessment required evidence that the candidate:

1.1 followed instructions and procedures strictly
1.2 performed duties in accordance with demand of quality system
1.3 ensured conformance to specifications

1.4 detected defects and reported to authority in accordance to
standard operating procedures.

1.5 supplying product or service to meet the customer quality
requirements

1.6 held responsible for quality work
1.7 followed quality control and quality assurance system
procedures for each job

2.Underpinning
knowledge

2.1 Importance of maintaining quality

2.2 quality, quality assurance, quality control, quality inspection,
quality improvement and total quality control.

2.3 Process and procedures for improving and maintaining
quality

2.4 Procedures for addressing defects.

2.5 Record keeping within the quality improvement system in
workplace

2.6 Factors, which affect successful implementation of the quality
systems and procedures.

3.Underpinning skills

3.1 Interpreting good quality

3.2 Interpreting of the key terms - quality, quality assurance, quality
control, quality inspection, quality improvement and total quality
control.

3.3 Improving and maintaining quality
3.4 Addressing defects and procedures

3.5 Recording within the quality improvement system in workplace.
3.6 Implementing quality systems and procedures

4.Underpinning
attitudes

4.1 Commitment to occupational health and safety practices

4.2 Communication with peers, sub-ordinates and seniors in
workplace.

4.3 Promptness in carrying out activities.

4.4 Tidiness and punctual.

4.5 Sincere and honest to duties

4.6 Responsible during emergencies
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& Mt 5.1 Toc‘aigl equipment and physical facilities appropriate to perform
implications BGINS.
5.2 Materials, consumables to perform activities.
6.1 Written Test
6.Methods of 6.2 Demonstration
assessment 6.3 Oral Questioning
6.4 Portfolio
7.1 Competency assessment must be done in a NSDA accredited
7.Context of assessment centre
assessment 7.2 Assessment should be done by an NSDA certified/ nominated
assessor

Accreditation Requirements

National Skills Development Authority (NSDA), the National Quality Assurance Body, or a body
with delegated authority for quality assurance to conduct training and assessment against this
unit of competency for credit towards the award of any NTVQF qualification must accredit
training Providers. Accredited providers assessing against this unit of competency must meet
the quality assurance requirements set by NSDA.
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Unit: "an d Tttie_‘t; _. OUMLMOML#V'I; Perform Sewmg Machme

~ Operations.

Nommal Hours

60 Hours

This unit covers the knowledge, skills and attitude to perform
sewing machine operations. It specifically includes interpreting

Unit Descriptor operation flow chart, identifying garments and garments parts,
interpreting basic adjustment on sewing machines, and operating
sewing machines.

Performance Criteria
Elements of 2 ;
Competency Bold and Underlined terms are elaborated in the Range of

Variables.

1. Interpret operation
flow chart

1.1. Operation flow chart of garment manufacturing process is
identified and described.

1.2. Steps within the operation flow chart are interpreted.

2. |dentify garments and
garment parts

2.1. Types of garment are identified for construction.
2.2. Garment parts and points of garment are identified as per
sample.

2.3. Methods of measuring garments are identified.

3. Adjust sewing
machines

3.1. Types of sewing machine are identified.

3.2. Functions of different types of sewing machines are explained.

3.3. Parts of sewing machines are identified.

3.4. Basic setting and adjustments of sewing machines are
performed.

4. Operate sewing
machines

4.1. Single needle machine is operated as per job requirement.
4.2. Overlock machine is operated as per job requirement.

Range of Variables

Variables

Range (may include but not limited to):

1. Operation flow chart

1.1. Pattern making
1.2. Sample making
1.3. Marker preparation
1.4. Fabric cutting

1.5. Embellishment
1.6. Sewing

1.7. Finishing

1.8. Packing

2. Types of garment

2.1 Woven
2.2 Knit
2.3 Sweater

3. Methods of
measuring

3.1. Sketch

3.2. Measurement chart
3.3. Horizontal

3.4. Vertical

=2
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4. Types of sewing 4.1. Single needle
machine 4.2. Double needle

4.3. Over lock

4.4 Feed of arm

4.5. Flat lock

4.6. Kansai multi needle

4.7. Bar truck

4.8. Button stitch

4.9. Button hole

4.10.Eye hole

Evidence Guide
The evidence must be authentic, valid, sufficient, reliable, consistent and recent and meet the
requirements of the current version of the Unit of Competency.

Assessment required evidence that the candidate:

1.1 identified garment parts and points as per sample

1. Griioal aspacts of 1.2 performed basic settings and adjustments of sewing machine

competency
1.3 operated single needle machine
1.4 operated overlock machine
2.1 Garment manufacturing process
2.2 Operation flow chart
2. Underpinning 2.3 Types of garment
knowledge 2.4 Parts and points of garment

2.5 Measuring methods
2.6 Sewing machines

3.1 Interpreting operation flow chart
3.2 |dentifying types, parts and points of garment

3. Underpinning skills 3.3 Interpreting basic settings and adjustments of sewing machine
3.4 Interpreting operation single needle machine
3.5 Interpreting operation Overlock machine

4.1 Commitment to occupational health and safety
4.2 Environmental concerns
4. Underpinning 4.3 Eagerness to learn
attitudes 4.4 Tidiness and timeliness
4.5 Respect for rights of peers and seniors in workplace
4.6 Communication with peers and seniors in workplace

The following resources must be provided:

5. Resource 5.1 Tools, equipment and physical facilities appropriate to perform
implications activities.

5.2 Materials, consumables to perform activities.

6.1 Written Test
6.2 Demonstration
6.3 Oral Questioning

6. Methods of
assessment
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6.4 Portfolio

7. Context of
assessment

7.1 Competency assessment must be done in a NSDA accredited
assessment centre

7.2 Assessment should be done by an NSDA certified/ nominated
assessor

Accreditation Requirements

National Skills Development Authority (NSDA), the National Quality Assurance Body, or a body
with delegated authority for quality assurance to conduct training and assessment against this
unit of competency for credit towards the award of any NTVQF qualification must accredit
training Providers. Accredited providers assessing against this unit of competency must meet
the quality assurance requirements set by NSDA.
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Nominal Hours 40 Hours

This unit covers the knowledge, skills and attitude required to

Unit Descriptor develop plan and schedule. It specifically includes interpreting goal
and targets, and performing planning and scheduling.
Performance Criteria
El f
c:rr:enmnc; Bold and Underlined terms are elaborated in the Range of
Gy Variables.

1. Interpret goal and | 4 1 SMART is defined.
targets 1.2. SMART goal is identified and interpreted for production

1.3. Production Targets are interpreted and calculated as per job
requirement.

2. Perform planning 2.1. Work plan is explained as per job requirement
and scheduling 2.2. Work plan is prepared according to operational requirements.
2.3. Schedule is collected and maintained according to the work
order.
2.4. Production targets are achieved according to work plan.

Range of Variables

Variable Range (may include but not limited to):
1.1. Daily
1. Work plan 1.2. Weekly
1.3. Monthly

1.4. Order wise

Evidence Guide

The evidence must be authentic, valid, sufficient, reliable, consistent and recent and meet the
requirements of the current version of the Unit of Competency.

Assessment required evidence that the candidate:
1. Critical aspects of 1.1. caleculated production target
competency 1.2. prepared workplan pursuant to operational requirements

1.3. maintained schedule as per work plan

2.1. SMART
2.2. Work planning
2.3. Scheduling

2. Underpinning
knowledge

3.1. Identifying and interpreting SMART goal

3.2. Calculating technique of production target as per job

3. Underpinning skills )
requirement

3.3. Preparing technique of work plan as per operational
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requirements
3.4. Maintaining schedule as per work plan

4. Underpinning

4.1. Commitment to occupational health and safety
4.2. Environmental concerns
4.3. Eagerness to learn

Attitudes 4.4. Tidiness and timeliness
4.5. Respect for rights of peers and seniors in workplace
4.6. Communication with peers and seniors in workplace
The following resources must be provided:
5. Resource 5.1. Tools, equipment and physical facilities appropriate to perform
implications activities.
5.2. Materials, consumables to perform activities.
6.1. Written Test
6. Methods of 6.2. Demonstration
assessment 6.3. Oral Questioning
6.4. Portfolio
7.1 Competency assessment must be done in a NSDA accredited
7. Context of assessment centre
assessment 7.2 Assessment should be done by an NSDA certified/ nominated

assessor

Accreditation Requirements

National Skills Development Authority (NSDA), the National Quality Assurance Body, or a body
with delegated authority for quality assurance to conduct training and assessment against this
unit of competency for credit towards the award of any NTVQF qualification must accredit
training Providers. Accredited providers assessing against this unit of competency must meet
the quality assurance requirements set by NSDA.
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Unit cod“n d Titl 9 QUMLM003L4V1 lnterpret Grgam;ational

Structure

Nominal Hours

30 Hours

This unit covers the knowledge, skills and attitude required to

Unit Descriptor interpret organizational structure. It specifically includes identifying
production and non-production departments within an organization.

Elements of Performance Criteria

Competency Bold and Underlined terms are elaborated in the Range of

Variables.

1. Identify production

1.1. Production departments are identified.

S 1.2. Activities of production departments are described.

2. Identify non- 2.1. Non-production departments are identified. o
production 2.2. Activities of non-production departments are described.
departments

Range of Variables

Variables Range (may include but not limited to):

1. :r"d‘r‘fﬁ"" 1.1. Pattern and sample

BRarmans 1.2. Cutting
1.3. Sewing
1.4. Finishing
1.5. Packing

2. Non-production
departments

2.1. Industrial engineering (IE)
2.2. Quality assurance

2.3. Merchandising

2.4. Supply chain

2.5. Procurement

2.6. Store

2.7. Human resources

2.8. Compliance

2.9. Finance

Evidence Guide

The evidence must be authentic, valid, sufficient,
requirements of the current version of the unit of competency.

reliable and consistent to meet the

1. Critical aspects of
competency

Assessment required evidence that the candidate:
1.1. identified production departments
1.2. identified non-production departments

2. Underpinning
knowledge

2.1. Activities of production departments
2.2. Activities of non-production departments

e
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3. Underpinning skills 3.1. Interpreting activities production departments

3.2. Interpreting activities non-production departments

4.1. Commitment to occupational health and safety
4.2. Environmental concerns
4. Underpinning 4.3. Eagerness to learn
attitudes 4.4. Tidiness and timeliness
4.5. Respect for rights of peers and seniors in workplace
4.6. Communication with peers and seniors in workplace

The following resources must be provided:

S. Resource 5.1. Tools, equipment and physical facilities appropriate to perform
implications activities.
5.2. Materials, consumables to perform activities.

6.1. Written Test

6. Methods of 6.2. Demonstration
assessment 6.3. Oral Questioning
6.4. Portfolio
7.1 Competency assessment must be done in a NSDA accredited
7. Context of assessment centre
assessment 7.2 Assessment should be done by an NSDA certified/ nominated
assessor

Accreditation Requirements

National Skills Development Authority (NSDA), the National Quality Assurance Body, or a body
with delegated authority for quality assurance to conduct training and assessment against this
unit of competency for credit towards the award of any NTVQF qualification must accredit
training Providers. Accredited providers assessing against this unit of competency must meet
the quality assurance requirements set by NSDA.
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Unit COda and Title

| oum.mmuw Carry Out Leademhlp in the

Workplace

Nomlnal Hours

40 Hours

This unit covers the knowledge, skills and attitude required to
carry out leadership in the workplace. It specifically includes

ni :

S sHptor developing & facilitating team cohesion and communicating with
the team members.
Performance Criteria

Elements of Competency | Bold and Underlined terms are elaborated in the Range of
Variables.

1. Develop and facilitate
team cohesion

1.1. Team cohesion are Interpreted.
1.2. Team cohesion are developed

1.3. Types of leadership are defined
1.4. Challenges of leadership are identified.

1.5. Leadership is carried out in the workplace.

2. Communicate with team
members

2.1. Methods of communication are identified and described.
2.2. Communication plan is prepared.
2.3. Information is communicated with team members.

Range of Variables

Variable

Range (may include but not limited to):

1. Types of leadership

g 5 A
1.2
1.3.
1.4.
1.5.
1.8.
p i

Autocratic
Democratic
Strategic
Transformational
Team
Cross-cultural
Mentoring

2. Challenges of
leadership

2% |
2.2.
2.3.
24.

Managing teams and individuals
Maintaining tools, equipment and machinery
Overseeing productivity

Achieving efficiency

3. Methods of
communication

3.1.
3.2.
3.3.
3.4

Verbal
Visual
Written
Physical

Evidence Guide

The evidence must be authentic, valid, sufficient, reliable, consistent and recent and meet the
requirements of the current version of the Unit of Competency.

P4
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Assessment required evidence that the candidate:

1. Critical aspects of 1.1. identified and described types of leadership
competency 1.2. identified and described methods of communication

1.3. planned and prepared to communicate information

1.4. communicated information using different methods

2.1. Types of leadership
2.2. Challenges of leadership
2.3. Methods of communication

2. Underpinning
Knowledge

3.1. Identifying types of leadership

3.2. Identifying methods of communication

3.3. Planning and preparing to communicate information
3.4. Communicating information using different methods

3. Underpinning Skills

4.1. Commitment to occupational health and safety

4.2. Environmental concerns

4.3. Eagerness to learn

4 4. Tidiness and timeliness

4.5. Respect for rights of peers and seniors in workplace
4.6. Communication with peers and seniors in workplace

4. Underpinning attitudes

The following resources must be provided:

5. Resource implications 5.1. Tools, equipment and physical facilities appropriate to
perform activities.

5.2. Materials, consumables to perform activities.

Competency should be assessed by:

6.1. Written Test
6. Methods of assessment | g 2 Demonstration

6.3. Oral Questioning
6.4. Portfolio

7.1 Competency assessment must be done in a NSDA
accredited assessment centre

7.2 Assessment should be done by an NSDA certified/
nominated assessor

-\I

. Context of assessment

Accreditation Requirements

National Skills Development Authority (NSDA), the National Quality Assurance Body, or a body
with delegated authority for quality assurance to conduct training and assessment against this
unit of competency for credit towards the award of any NTVQF qualification must accredit
training Providers. Accredited providers assessing against this unit of competency must meet
the quality assurance requirements set by NSDA.
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‘Unit Cﬂde arld NI AR A

Title

Nominal Hours

40 Hours

This unit covers the knowledge, skills and attitude required to resolve

Unit Descriptor conflict and assess risk. It specifically includes resolving conflict,
assessing risk and making decision.

Elements of Performance Criteria

Competency Bold and Underlined terms are elaborated in the Range of Variables.

1. Resolve conflict

1.1. Sources of conflict at individual and team level are identified.
1.2. Root cause analysis is performed according to the problems.

1.3. Conflict is clarified and resolved using grievance handling
procedure.
1.4. Problems are resolved as per organisational policy.

2. Assess risk and
make decision

2.1. Risk management techniques are identified and described.

2.2. Risks are identified, defined and recorded.

2.3. Courses of action to eliminate or limit risk are identified.

2.4. Decision making process is identified and explained.

2.5. Decision is made and course of action implemented to eliminate
or limit risk.

Range of Variables

Variables Range (may include but not limited to):
1. Grievance 1.1 Related Laws

handling 1.2 Grievances

procedure 1.3 Grievance submission

1.4 Settlement of grievance

2. Decision making
process

2.1 Gather relevant information
2.2 |dentify alternatives

2.3 Weigh evidence

2.4 Choose among alternatives
2.5 Take action

2.6 Review decision

Evidence Guide

The evidence must be authentic, valid, sufficient, reliable, consistent and recent and meet the
requirements of the current version of the Unit of Competency.

1. Critical aspects of
competency

Assessment required evidence that the candidate:

1.1 identified sources of conflict and other problems

1.2 operated grievance handling procedure

1.3 identified solutions and selected appropriate course of action
1.4 identified risk management techniques

1.5 identified risks and course of action to eliminate or limit risk
1.6 made decision and implemented course of action
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2.1 Common types of conflict and problems in the workplace
2. Underpinning 2.2 Grievance handling procedure

knowledge 2.3 Risk management techniques
2.4 Decision making process

3.1 Interpreting sources of conflict and other problems

3.2 Interpreting grievance handling procedure

3.3 ldentifying solutions and selected appropriate course of action
3.4 Interpreting risk management techniques

3.5 Interpreting risks and course of action to eliminate or limit risk
3.6 Identifying appropriate course of action to eliminate or limit risk

3. Underpinning skills

4.1 Commitment to occupational health and safety
4.2 Environmental concerns
4. Underpinning 4.3 Eagerness to learn
attitudes 4.4 Tidiness and timeliness
4.5 Respect for rights of peers and seniors in workplace
4.6 Communication with peers and seniors in workplace

The following resources must be provided:

5. Resource 5.1 Tools, equipment and physical facilities appropriate to perform
implications activities.

5.2 Materials, consumables to perform activities.

6.1 Written test

6. Methods of 6.2 Demonstration
assessment 6.3 Oral questioning
6.4 Portfolio
7.1 Competency assessment must be done in a NSDA accredited
7. Context of assessment centre
assessment 7.2 Assessment should be done by an NSDA certified/ nominated
assessor

Accreditation Requirements

National Skills Development Authority (NSDA), the National Quality Assurance Body, or a body
with delegated authority for quality assurance to conduct training and assessment against this
unit of competency for credit towards the award of any NTVQF qualification must accredit
training Providers. Accredited providers assessing against this unit of competency must meet
the quality assurance requirements set by NSDA.
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Unit Code and Title ;QUMLMOQGMW ‘Evaluate Productlon. o
S e Performance

Nominal Hours 50 Hours

This unit covers the knowledge, skills and attitude required to
Unit Descriptor evaluat.e production perfqrmr-:m'ce. It speqﬁcally .mcludes

mentoring personnel, maintaining production quality and
evaluating performance.

Performance Criteria

MRS oF Bold and Underlined terms are elaborated in the Range of
Competency .
Variables.
1. Mentor personnel 1.1. Purpose and benefits of mentoring plan are identified and
defined.

1.2. Mentoring plan is interpreted.

1.3. Ground rules and expectations are established.

1.4. Training requirements, modes and methods are
interpreted.

1.5. Employee mentoring plan is implemented.

1.6. Mentoring plan is evaluated.

2. Maintain Production 2.1 Quality tools are identified.
Quality 2.2 Quality requirements are interpreted.
2.3 Quality is controlled as per buyer's demand.

3. Evaluate performance | 3.1 Team and individual performance appraisal and review
process is explained.

3.2 Production performance against expected target is
assessed.

3.3 Performance appraisal is conducted in accordance with
organizational practice.

3.4 Performance appraisal is conducted in accordance with
organizational practice.

3.5 Performance appraisal feedback is provided to employee.

Range of Variables

Variable Range (may include but not limited to):

1. Modes and methods 1.1. Job rotation

1.2. Buddy system

1.3. Job instructions

1.4. Committee assignments
1.5. Internship training

2. Quality tools 2.1 Specification sheet
2.2 Trim card

2.3 Approved sample
2.4 Quality Manual

Evidence Guide
The evidence must be authentic, valid, sufficient, reliable, consistent and recent and meet the
requirements of the current version of the Unit of Competency.
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Assessment required evidence that the candidate:

1.1. evaluated mentoring plan
1. Critical aspects of 1.2. controlled quality as per buyer's demand
competency 1.3. assessed production performance against expected target

1.4. conducting performance appraisal
1.5. provided performance appraisal feedback to employee

2.1. Purpose and benefits of mentoring plan
2. Underpinning 22 M.odes and methods of tr.alnlng
knowledge 2.3. Different types of mentoring plans
2.4. Performance appraisal and review process
2.5. Professional development plans

3.1. Establishing ground rules and expectations

3.2. Interpreting employee mentoring plan

3.3. Evaluating mentoring plan

3. Underpinning skills 3.4. Controlling of quality as per buyer's demand

3.5. Assessing technique of production performance against
expected target

3.6. Conducting technique of performance appraisal

4.1. Commitment to occupational health and safety

4.2. Environmental concerns

4.3. Eagerness toleam

4.4. Tidiness and timeliness

4.5. Respect for rights of peers and seniors in workplace
4.6. Communication with peers and seniors in workplace

4. Underpinning Attitudes

The following resources must be provided:

5. Resource Implications 5.1. Tools, equipment and physical facilities appropriate to
perform activities.
5.2. Materials, consumables to perform activities.

6.1. Written Test

6. Methods of 6.2. Demonstration
Assessment 6.3. Oral Questioning
6.4. Portfolio
7.1 Competency assessment must be done in a NSDA
7. Context of accredited assessment centre
assessment 7.2 Assessment should be done by an NSDA certified/

nominated assessor

Accreditation Requirements

National Skills Development Authority (NSDA), the National Quality Assurance Body, or a body
with delegated authority for quality assurance to conduct training and assessment against this
unit of competency for credit towards the award of any NTVQF qualification must accredit
training Providers. Accredited providers assessing against this unit of competency must meet

the quality assurance requirements set by NSDA.
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Validation of Competency Standard by Standard and Curriculum
Validation Committee (SCVC)

The Competency Standards for National Skills Certificate in Mid-Level Management,
NTVQF L-4 Qualification is validated by SCVC on 14 January 2020 and approved by NSDA.

Members of the SCVC:
Electrical Installation and Maintenance, Level - ||

Mr. Mohammed Nasir, Chairperson, RTISC Mob: 01711 527018 ;

1 email: nasirever@gmail.com; info@rtisc.org Chief Guest
Md. Faruque Hossain, Executive Chairman (Secretary), NSDA ;

2 Tel: +880 2 8891091, Email: ecnsda@nsda.gov.bd Chalrpersen
Md.Abdur Razzaque, Joint Secretary, Member (Planning &

3 Research) Facilitator
Tel: +880 2 8891093, Email: marazzak1965@yahoo.com

4 Mr. Syed Azharul Haque, Faculty Member, BUFT, Consultant- Maribes
RMG, Dhaka. Mobile: +88 01711047815

5 Wr. Cdr. MZ Hayder (Rtd.), CEO, RTISC, Cell: 01718413198 Member

6 Md. Kamrul Islam, Sr. Trainer, SEIP-BKMEA, Member
Cell: 01912141509, Email: kamrul@bkmea.com

7 Md. Abul Kalam Azad, Sr. Trainer, SEIP-BKMEA, T ——
Cell: 01716593340, Email: shajahan@bkmea.com

8 Md. Amjad Hossain, Sr. Trainer, SEIP-BKMEA, Mombar
Cell: 01937830608, Email: amjad@bkmea.com

9 Saidur Rahman, Trainer, SEIP-BKMEA Kisrmibser
Cell: 01786477767 Email: saidur@bkmea.com

10 Md. Amir Hossain, IAK Consulting Support, Process Expert (CS), Member
Phone : +8801631670445, Email:razib.consultant@yahoo.com

11 Mahbub Ul Huda, Curriculum Coordinator, NSDA Member
Cell: 01735490491, Email: huda73@gmail.com
Sharif Nowaz, Senior Deputy Secretary, BKMEA. Cell

12| 01733459745 BT

13 Engr. Md. Abdur Razzaque, Consultant(CS),NSDA Member
Mobile: +8801743734313, Email: razzaque159@gmail.com

14 | Md. Quamruzzaman, Director (Skills Standard), NSDA Member

15 S M Mahbub Alam, Director (Administration & Finance) Miambat
Cell: +880 01712149798, Email: smmahbub@gmail.com

16 Dr. Md. Anwarul Hoque, Director (Research & ISC) Member
Cell: +8801818256869, Email: anwarul71 1@gmail.com

17 Engr. B.M. Shariful Islam, Deputy Director (Skills Standard) Member
Cell: +880 01715010321, Email: sharif9375@gmail.com

18 Kamal Ahmed, DD (R&A), NSDA, Cell: 01715209766 Member

Engr. B. M. Shariful Islam
Depitv Director (Skills Standard)
Principal _
enial Skills Development Authority (NSDA)
- Arune Minister's Office, Dhaka

Page 47 of 49



Copyright

This Competency Standard for Mid-Level Management for RMG Production is a
document for the development of curricula, teaching and learning materials, and assessment
tools. It also serves as the document for providing training consistent with the requirements
of industry in order for individuals who graduated through the established standard via
competency-based assessment to be suitably qualified for a relevant job.

This document is owned by the National Skills Development Authority (NSDA) of the

People’s Republic of Bangladesh, developed in association with RMG and Textile Industry
Skills Council (ISC).

Public and private institutions may use the information contained in this standard for
activities benefitting Bangladesh.

Other interested parties must obtain permission from the owner of this document for
reproduction of information in any manner, in whole or in pan, of this Competency Standard,
in English or other language.

This document is available from:

National Skills Development Authority (NSDA)
423-428 Tejgaon Industrial Area, Dhaka-1215
Phone: +880 2 8891091: Fax: +880 2 8891092;

E-mail: ecnsda@nsda.gov.bd
Website: www.nsda.gov.bd
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