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SHRI GOVIND GURU UNIVERSITY, VINZOL, GODHRA. 

BACHELOR OF VOCATION 
                                                       Organization Behavior-I 

SEMESTER – V 
Syllabus with effect from: JUNE, 2023 

 
Paper Code: UB05FBVB21 Total Credit: 

3 Title of Paper: Organization Behavior-I 
 

Unit Description in detail Weighting 
(%) 

I Introduction 
● Conceptual foundations, Significance,  
● Challenges 
● Opportunities for OB.  

Personality 
● Concept and determinants, The Big five model 
● Type A and Type B personality 
● Key personality attributes influencing OB 

25% 

II Attitudes 
● Sources and types; Theories of attitude; Cognitive dissonance theory, 

Overview of Major job attitudes 
● Job satisfaction,  
● Organizational commitment and prejudice. 

25% 

III Emotions and Moods  
● Nature and types, Sources of emotions and moods,  
● Managing emotions at work 
● Emotional intelligence: Concept and dimensions. 

25% 

IV Perception 
● Nature and significance of perception,  
● Factors influencing perception 
● Perceptual process, Perceptual distortions and improving perception.  

25% 

 
Teaching-Learning 
Methodology 

Classroom teaching, Paper-Pencil Test, Use of PowerPoint presentation, real life 
company examples, group discussion, Seminar presentation. 

 
  

Evaluation Pattern 
Sr.No  Details of the Evaluation Weightage 

1. Internal/Written Examination   40% 



 

● Students will have to score a minimum of 40 (Forty) Percent to pass the course. 

Course Outcomes: Having Completed this course, the students will be able to 
1.  Describe the general history of management theory and practice and frame how 

organizational behavior has developed from these into a discreet field. 
2. Describe contemporary issues and topics in organizational behavior 
3. Describe organizational behavior and differentiate between the three levels of influence 

 
 
Recommended Books: 

1. Robbins, Stephen P.; Judge, Timothy A.; and Sanghi, Seema, “Organisational 
Behaviour”, Pearson Education, New Delhi. 

2. McShane, Steven L.; Glinow, Mary Ann Von; Sharma, Radha R, 
“OrganisationalBehaviour”, Tata McGraw Hill, New Delhi. 

3. Aswathappa, K., “Organisational Behaviour, Text, Cases and Games”, Himalaya 
Publishing, Delhi. 

4. Pareek, Udai, “Understanding Organizational Behaviour”, Oxford University Press, 
New Delhi. 
 
Note: The latest edition of text books must be used. 

 
  

2. University Examination 60% 



 
 

SHRI GOVIND GURU UNIVERSITY, VINZOL, GODHRA. 
BACHELOR OF VOCATION 

                                                      Self Development skills  
SEMESTER – V 

Syllabus with effect from: JUNE, 2023 
 

1.  
Paper Code: UB05FBVB22  

Total Credit: 3 
 Title Of Paper: Self Development skills  

 2.  
Unit 
 

Description in detail 
 

Weighting 
(%) 
 

I 
 

Interpersonal skills  

● Assertiveness, stress management, time management  
● team development Skills i.e. team talk dynamics,  
● communication in teams, leadership skills, giving feedback 

 

25 % 
 

II 
 

 Attitude and emotional intelligence  

● Importance of Attitude,  
● Meaning of positive thinking and positive attitude  
● Ways to build positive attitude, effects of negative attitude and 

measures to overcome in personal & professional life  

25 % 
 

III 
 

  Vision, Goal setting & Time management 

● Meaning of vision  
● Doing things for the right purpose  
● Setting and achieving goals  
● Importance of goal setting  
● Methods to achieve set goals  
● General principles of stress management and time management  

 

25 % 
 

IV 
 

Career planning  

● Career of planning  
● Awareness of different  
● Sources of information  
● Choosing a career and career counseling.  

25 % 
 



 
 
Teaching-Learning 
Methodology 

Classroom teaching, Paper-Pencil Test, Use of PowerPoint presentation, 
real life company examples, group discussion, Seminar presentation. 

 
 

Evaluation Pattern 
Sr. No  Details of the Evaluation Weightage 

1.  Internal/Written Examination   40% 

2.  University Examination 60% 

 
 
Course Outcomes: Having Completed this course, the students will be able to 

1.  To explain the concept of Organisation Design and determine the factors that affect 
Organisation Design. 

2.  Identify the components of Individual Behaviour and apply the concept of Learning, 
Perception, Attitudes and values. 

3.  Explores and articulates the values and principles involved in personal decision-
making. 

 
 
Recommended Books: 

1. Rajendra Pal and J S Korlahalli, Essentials of Business Communication, Sultan 
Chand & sons 

2. www.britishcouncil.com  
3. Meenakshi Raman & Sangita Sharma, Technical Communication; Principles and 

Practice , Oxford University Press 
4. On We Go, BBC’s audio-visual course 

 
Note: The latest edition of text books must be used. 

 
 
 

 
  



 
SHRI GOVIND GURU UNIVERSITY, VINZOL, GODHRA. 

BACHELOR OF VOCATION 
                                                      Contemporary Research-I  

SEMESTER – V 
Syllabus with effect from: JUNE, 2023 

 
Paper Code: UB05FBVB23 Total Credit: 

3 Title of Paper: Contemporary Research-I 
 

Unit Description in detail Weighting 
(%) 

 The students are required to prepare a research project based on any 
topic related to industries/insurance sector/Banking/financial services/ 
Supply chain distribution sectors. 

 

 

I Introduction 
● Meaning of research 
● Objectives of research 
● Motivation in research 
● Types of research 
● Significance of research 
● Research methods v/s Research methodology 
● Stages of the research process 

25% 

II Problem Identification 
● Defining the research problem 
● Selecting the problem 
● Techniques involved in defining a problem 
● Necessity of defining the problem 
● Research proposal 

25% 

III Research Design 
● Meaning of research design 
● Need for research design 
● Features of a good design 
● Important concepts relating to re 
● Different research design 
● Basic principles of experimental designs 

25% 

IV Interpretation 
● Meaning 
● Importance of interpretation 
● Techniques of interpretation 
● Precautions in interpretation 

25% 

 
 
Teaching-Learning 
Methodology 

Classroom teaching, Paper-Pencil Test, Use of PowerPoint presentation, 
real life company examples, group discussion, Seminar presentation. 

 
 

Evaluation Pattern 



Sr. No  Details of the Evaluation Weightage 
1.  Internal/Written Examination   40% 

2.  University Examination 60% 

Course Outcomes: Having Completed this course, the students will be able to 
1.  Demonstrate the ability to choose methods appropriate to research aims and 

objectives. 
2.  Describe the measurable skills, abilities, knowledge or values that students 

should be able to demonstrate as a result of a completing a course. 
3.  Understand the values and importance of research in day to day life. 

 
 
Recommended Books: 
1. Business Research Methods – Donald Cooper & Pamela Schindler, TMGH, 9th edition 
2. Business Research Methods – Alan Bryman & Emma Bell, Oxford University Press. 
3. Research Methodology – C.R.Kothari 
4. Select references from the Internet 
 

Note: The latest edition of text books must be used. 

 
  



 
SHRI GOVIND GURU UNIVERSITY, VINZOL, GODHRA. 

BACHELOR OF VOCATION 
                                            Banking & Financial Services - III 

SEMESTER – V 
Syllabus with effect from: JUNE, 2023 

 
Paper Code: UB05FBVB24 Total Credit: 

3 Title of Paper: Banking & Financial Services - III 
 

Unit Description in detail Weighting 
(%) 

I Depository system 
● Meaning & Definition 
● Objectives of a Depository 
● Depository process in India 
● Benefits of depository system 
● Drawbacks 

25% 

II Rights of a banker 
● Right to set off 
● Right to close an account 
● Right to appropriate payments 

25% 

III Investors protection 
● Need for investor’s protection 
● Factors affecting investors interest 
● Investor’s protection Measures 

25% 

IV Securities and Exchange board of India 
● Malpractices in securities market 
● Deficiencies in the market 
● Functions of Securities and exchange board of India 
● Recent guidelines 

25% 

 
 
Teaching-Learning 
Methodology 

Classroom teaching, Paper-Pencil Test, Use of PowerPoint presentation, real life 
company examples, group discussion, Seminar presentation. 

 
 

Evaluation Pattern 
Sr. No  Details of the Evaluation Weightage 

1.  Internal/Written Examination   40% 

2.  University Examination 60% 

 
Course Outcomes: Having Completed this course, the students will be able to 



1.  Understand practical applications of investment and portfolio theories 

2.  To enable the students to understand the role & functioning of regulatory bodies in 
financial sector 

3.  To provide in depth understanding of different avenues of financial system viz. capital 
markets, banking, insurance, mutual funds & other related services. 

 
 
Recommended Books: 

1. Desai Vasant Indian Banking –Nature and problems , sultanchand 
and sons  

2. Jain L C : Indigenous Banking in India  
3. Vasant desai : central Banking and economic Development  
4. E.gordon & K.Natrajan : banking theory, law & practice 

 
Note: The latest edition of text books must be used. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
SHRI GOVIND GURU UNIVERSITY, VINZOL, GODHRA. 

BACHELOR OF VOCATION 
                                           On the Job Training Project Report-I 

SEMESTER – V 
Syllabus with effect from: JUNE, 2023 

 
Bachelor of Vocation (Banking & Financial Services) Semester – V 

Paper Code 
UB01CBVB02 

Title of the Paper 
On the Job Training Project Report-I 

Total Credit 
00 

 

Course 
objectives 

To Learn practical aspects of banking through internship and 
preparation of project.  

 
Unit Description in Detail Weighting (%) 

I ● The students have to undergo for internship / on the job training 
under any concerned Organization in the areas of QP/NOS 

● A presentation as well as report has to be prepared and 
presented for the viva-voce and submit it to the concerned 
faculty. 

 

100% 

● Units will have the same Weightage in the evaluation as suggested in the course outline. 

Teaching-Learning 
Methodology 

Use of PowerPoint presentation, real life company examples, group 
discussion, Seminar presentation, field visit, Internship etc. 

 

Evaluation Pattern 
Sr.No  Details of the Evaluation Weightage 

1 Project submission and Viva voce will be taken by College. 100% 

 

Course Outcomes: Having Completed this course, the students will be able to 
1 To understand the functioning of Banking. 

2 To aware about recent scenario of Banking system. 

3 To know about research work and its importance. 
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BSC/Q8407: Sales Associate - Direct Channel

Brief Job Description

The individual at work generates the leads for sales, manages sales operations and ensures effective
customer service.

Personal Attributes

The job requires the individual to be polite, well groomed, and service-oriented with great interpersonal
and communication skills.

Applicable National Occupational Standards (NOS)

Compulsory NOS:

1. BSC/N8420: Perform pre - sales activities

2. BSC/N8421: Manage sales and post- sales activities

3. DGT/VSQ/N0102: Employability Skills (60 Hours)

Qualification Pack (QP) Parameters

Sector BFSI

Sub-Sector Lending, Fund Investment & Services, Payments,
Broking

Occupation Marketing and Sales

Country India

NSQF Level 4

Credits 14

Aligned to NCO/ISCO/ISIC Code NCO-2015/5242.0102

Minimum Educational Qualification &
Experience

12th grade Pass
                 OR
10th grade pass and pursuing continuous schooling
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Minimum Level of Education for
Training in School Not Applicable

Pre-Requisite License or Training NA

Minimum Job Entry Age 18 Years

Last Reviewed On NA

Next Review Date 05/01/2026

NSQC Approval Date 05/01/2023

Version 1.0

Reference code on NQR QG-04-BF-00102-2023-V1-BFSISSC

NQR Version 1
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BSC/N8420: Perform pre - sales activities

Description

This OS unit is about generating leads for sales, handling their queries and performing pre-sales activities
for the interested customers.

Scope

The scope covers the following :

Identify potential customers
Perform pre-sales activities

Elements and Performance Criteria

Identify potential customers
To be competent, the user/individual on the job must be able to:
PC1. conduct cold calls and marketing campaigns in the allocated catchment area to generate

direct leads
PC2. maintain records of sales leads and potential clients
PC3. categorize the leads into hot, warm, or cold as per the status
PC4. identify the potential customers via cold calling
PC5. set up meetings with potential clients to discuss product offerings in detail within the

specified TAT
PC6. identify the requirements and preferences of the potential customer
PC7. determine the most suitable product/service offering for the customer as per the

requirement
PC8. develop sales presentations or proposals to explain product/service specifications
PC9. apprise the potential customers about products and services offered by the company
PC10. cross-sell or up-sell the products/services
PC11. maintain records of customer interactions or transactions, recording details of inquiries,

complaints, or comments, as well as actions taken
PC12. follow-up with the interested customers to complete the process
Perform pre-sales activities
To be competent, the user/individual on the job must be able to:
PC13. inform customers of contracts or other information pertaining to offered product/ services
PC14. confirm the suitability of the product/service with the customer
PC15. apprise the customer about specific features and details of the product/services chosen by

them
PC16. resolve the customer queries about the chosen product, services, terms & conditions, and

other legalities
PC17. check eligibility of the interested customers
PC18. confirm the availability of all the required documents with the customer
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PC19. collect the required information/documents as per standard procedures
PC20. ensure all potential customers sign up for the agreement and provide all required documents
PC21. introduce promotions and new services/products to customer
PC22. ensure high level of customer service and satisfaction at all times
PC23. document sales by updating customer records
PC24. take feedback from the customers and work upon them

Knowledge and Understanding (KU)

The individual on the job needs to know and understand:

KU1. methods to generate sales leads
KU2. SOP to maintain records of leads and customer interaction
KU3. categorization of leads
KU4. SOP to set up meetings with the customers
KU5. how to prepare sales proposals
KU6. specifications of the products/services offered by financial institutions
KU7. cross and up-selling methods
KU8. customer service techniques
KU9. documents required for the sale of financial products/services
KU10. eligibility criteria of customers to avail financial products/services
KU11. feedback collection techniques

Generic Skills (GS)

User/individual on the job needs to know how to:

GS1. read and interpret instructions, procedures, and information at the workplace
GS2. communicate effectively with the customers and manager
GS3. analyze and organize the data
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Assessment Criteria

Assessment Criteria for Outcomes Theory
Marks

Practical
Marks

Project
Marks

Viva
Marks

Identify potential customers 20 30 - -

PC1. conduct cold calls and marketing campaigns
in the allocated catchment area to generate direct
leads

- - - -

PC2. maintain records of sales leads and potential
clients - - - -

PC3. categorize the leads into hot, warm, or cold
as per the status - - - -

PC4. identify the potential customers via cold
calling - - - -

PC5. set up meetings with potential clients to
discuss product offerings in detail within the
specified TAT

- - - -

PC6. identify the requirements and preferences of
the potential customer - - - -

PC7. determine the most suitable product/service
offering for the customer as per the requirement - - - -

PC8. develop sales presentations or proposals to
explain product/service specifications - - - -

PC9. apprise the potential customers about
products and services offered by the company - - - -

PC10. cross-sell or up-sell the products/services - - - -

PC11. maintain records of customer interactions or
transactions, recording details of inquiries,
complaints, or comments, as well as actions taken

- - - -

PC12. follow-up with the interested customers to
complete the process - - - -

Perform pre-sales activities 20 30 - -

PC13. inform customers of contracts or other
information pertaining to offered product/ services - - - -
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Assessment Criteria for Outcomes Theory
Marks

Practical
Marks

Project
Marks

Viva
Marks

PC14. confirm the suitability of the product/service
with the customer - - - -

PC15. apprise the customer about specific features
and details of the product/services chosen by them - - - -

PC16. resolve the customer queries about the
chosen product, services, terms & conditions, and
other legalities

- - - -

PC17. check eligibility of the interested customers - - - -

PC18. confirm the availability of all the required
documents with the customer - - - -

PC19. collect the required information/documents
as per standard procedures - - - -

PC20. ensure all potential customers sign up for
the agreement and provide all required documents - - - -

PC21. introduce promotions and new
services/products to customer - - - -

PC22. ensure high level of customer service and
satisfaction at all times - - - -

PC23. document sales by updating customer
records - - - -

PC24. take feedback from the customers and work
upon them - - - -

NOS Total 40 60 - -
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National Occupational Standards (NOS) Parameters

NOS Code BSC/N8420

NOS Name Perform pre - sales activities

Sector BFSI

Sub-Sector Lending, Fund Investment & Services, Payments, Broking

Occupation Marketing and Sales

NSQF Level 4

Credits 8

Version 1.0

Last Reviewed Date NA

Next Review Date 05/01/2026

NSQC Clearance Date 05/01/2023
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BSC/N8421: Manage sales and post- sales activities

Description

This OS unit is about onboarding the customers and performing after-sales activities as per the
requirements.

Scope

The scope covers the following :

Onboard customers
Perform after-sales activities

Elements and Performance Criteria

Onboard customers
To be competent, the user/individual on the job must be able to:
PC1. assist the customers in filling up the application, as required
PC2. cross-verify the application form for correct details
PC3. collect all relevant KYC, banking, and financial documents from the customer
PC4. verify the collected documents with the originals
PC5. confirm the basic eligibility of the customer before initiating the application for the

service/product
PC6. process application form for the submission as per the TAT
PC7. submit the applications to the operation/credit team for further processing
PC8. provide feedback and current status to the customers on their application
Perform after-sales activities
To be competent, the user/individual on the job must be able to:
PC9. conduct smooth onboarding of the customer with the company
PC10. apprise the customer of their responsibilities and duties as per the agreement
PC11. interact with the customers after sales or contract signings to resolve problems or

complaints
PC12. provide ongoing support to the customers
PC13. maintain customer records using automated systems
PC14. ensure high levels of customer satisfaction through excellent sales service
PC15. prepare monthly sales reports and present them to the higher management, as applicable

Knowledge and Understanding (KU)

The individual on the job needs to know and understand:

KU1. procedure to fill and cross-check the application form
KU2. documents required for the application
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KU3. appropriate ways to verify the documents with the originals
KU4. SOP to process and submit application form
KU5. importance of keeping the customer updated on the application status
KU6. customer onboarding process
KU7. duties and responsibilities of the customers
KU8. customer service standards
KU9. procedure to maintain customer records
KU10. format of sales report

Generic Skills (GS)

User/individual on the job needs to know how to:

GS1. read and interpret instructions, procedures, and information at the workplace
GS2. communicate effectively with the customers
GS3. analyze and organize the data
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Assessment Criteria

Assessment Criteria for Outcomes Theory
Marks

Practical
Marks

Project
Marks

Viva
Marks

Onboard customers 20 30 - -

PC1. assist the customers in filling up the
application, as required - - - -

PC2. cross-verify the application form for correct
details - - - -

PC3. collect all relevant KYC, banking, and
financial documents from the customer - - - -

PC4. verify the collected documents with the
originals - - - -

PC5. confirm the basic eligibility of the customer
before initiating the application for the
service/product

- - - -

PC6. process application form for the submission
as per the TAT - - - -

PC7. submit the applications to the
operation/credit team for further processing - - - -

PC8. provide feedback and current status to the
customers on their application - - - -

Perform after-sales activities 20 30 - -

PC9. conduct smooth onboarding of the
customer with the company - - - -

PC10. apprise the customer of their
responsibilities and duties as per the agreement - - - -

PC11. interact with the customers after sales or
contract signings to resolve problems or
complaints

- - - -

PC12. provide ongoing support to the customers - - - -

PC13. maintain customer records using
automated systems - - - -

PC14. ensure high levels of customer
satisfaction through excellent sales service - - - -
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Assessment Criteria for Outcomes Theory
Marks

Practical
Marks

Project
Marks

Viva
Marks

PC15. prepare monthly sales reports and
present them to the higher management, as
applicable

- - - -

NOS Total 40 60 - -
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National Occupational Standards (NOS) Parameters

NOS Code BSC/N8421

NOS Name Manage sales and post- sales activities

Sector BFSI

Sub-Sector Lending, Fund Investment & Services, Payments, Broking

Occupation Marketing and Sales

NSQF Level 4

Credits 4

Version 1.0

Last Reviewed Date NA

Next Review Date 05/01/2026

NSQC Clearance Date 05/01/2023
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DGT/VSQ/N0102: Employability Skills (60 Hours)

Description

This unit is about employability skills, Constitutional values, becoming a professional in the 21st Century,
digital, financial, and legal literacy, diversity and Inclusion, English and communication skills, customer
service, entrepreneurship, and apprenticeship, getting ready for jobs and career development.

Scope

The scope covers the following :

Introduction to Employability Skills
Constitutional values - Citizenship
Becoming a Professional in the 21st Century
Basic English Skills
Career Development & Goal Setting
Communication Skills
Diversity & Inclusion
Financial and Legal Literacy
Essential Digital Skills
Entrepreneurship
Customer Service
Getting ready for Apprenticeship & Jobs

Elements and Performance Criteria

Introduction to Employability Skills
To be competent, the user/individual on the job must be able to:
PC1. identify employability skills required for jobs in various industries
PC2. identify and explore learning and employability portals
Constitutional values – Citizenship
To be competent, the user/individual on the job must be able to:
PC3. recognize the significance of constitutional values, including civic rights and duties,

citizenship, responsibility towards society etc. and personal values and ethics such as
honesty, integrity, caring and respecting others, etc.

PC4. follow environmentally sustainable practices
Becoming a Professional in the 21st Century
To be competent, the user/individual on the job must be able to:
PC5. recognize the significance of 21st Century Skills for employment
PC6. practice the 21st Century Skills such as Self-Awareness, Behaviour Skills, time management,

critical and adaptive thinking, problem-solving, creative thinking, social and cultural
awareness, emotional awareness, learning to learn for continuous learning etc. in personal
and professional life

Basic English Skills
To be competent, the user/individual on the job must be able to:
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PC7. use basic English for everyday conversation in different contexts, in person and over the
telephone

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

PC9. write short messages, notes, letters, e-mails etc. in English
Career Development & Goal Setting
To be competent, the user/individual on the job must be able to:
PC10. understand the difference between job and career
PC11. prepare a career development plan with short- and long-term goals, based on aptitude
Communication Skills
To be competent, the user/individual on the job must be able to:
PC12. follow verbal and non-verbal communication etiquette and active listening techniques in

various settings
PC13. work collaboratively with others in a team
Diversity & Inclusion
To be competent, the user/individual on the job must be able to:
PC14. communicate and behave appropriately with all genders and PwD
PC15. escalate any issues related to sexual harassment at workplace according to POSH Act
Financial and Legal Literacy
To be competent, the user/individual on the job must be able to:
PC16. select financial institutions, products and services as per requirement
PC17. carry out offline and online financial transactions, safely and securely
PC18. identify common components of salary and compute income, expenses, taxes, investments

etc
PC19. identify relevant rights and laws and use legal aids to fight against legal exploitation
Essential Digital Skills
To be competent, the user/individual on the job must be able to:
PC20. operate digital devices and carry out basic internet operations securely and safely
PC21. use e- mail and social media platforms and virtual collaboration tools to work effectively
PC22. use basic features of word processor, spreadsheets, and presentations
Entrepreneurship
To be competent, the user/individual on the job must be able to:
PC23. identify different types of Entrepreneurship and Enterprises and assess opportunities for

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

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

potential business opportunity
Customer Service
To be competent, the user/individual on the job must be able to:
PC26. identify different types of customers
PC27. identify and respond to customer requests and needs in a professional manner.
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PC28. follow appropriate hygiene and grooming standards
Getting ready for apprenticeship & Jobs
To be competent, the user/individual on the job must be able to:
PC29. create a professional Curriculum vitae (Résumé)
PC30. search for suitable jobs using reliable offline and online sources such as Employment

exchange, recruitment agencies, newspapers etc. and job portals, respectively
PC31. apply to identified job openings using offline /online methods as per requirement
PC32. answer questions politely, with clarity and confidence, during recruitment and selection
PC33. identify apprenticeship opportunities and register for it as per guidelines and requirements

Knowledge and Understanding (KU)

The individual on the job needs to know and understand:

KU1. need for employability skills and different learning and employability related portals
KU2. various constitutional and personal values
KU3. different environmentally sustainable practices and their importance
KU4. Twenty first (21st) century skills and their importance
KU5. how to use English language for effective verbal (face to face and telephonic) and written

communication in formal and informal set up
KU6. importance of career development and setting long- and short-term goals
KU7. about effective communication
KU8. POSH Act
KU9. Gender sensitivity and inclusivity
KU10. different types of financial institutes, products, and services
KU11. how to compute income and expenditure
KU12. importance of maintaining safety and security in offline and online financial transactions
KU13. different legal rights and laws
KU14. different types of digital devices and the procedure to operate them safely and securely
KU15. how to create and operate an e- mail account and use applications such as word processors,

spreadsheets etc.
KU16. how to identify business opportunities
KU17. types and needs of customers
KU18. how to apply for a job and prepare for an interview
KU19. apprenticeship scheme and the process of registering on apprenticeship portal

Generic Skills (GS)

User/individual on the job needs to know how to:

GS1. read and write different types of documents/instructions/correspondence
GS2. communicate effectively using appropriate language in formal and informal settings
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GS3. behave politely and appropriately with all
GS4. how to work in a virtual mode
GS5. perform calculations efficiently
GS6. solve problems effectively
GS7. pay attention to details
GS8. manage time efficiently
GS9. maintain hygiene and sanitization to avoid infection
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Assessment Criteria

Assessment Criteria for Outcomes Theory
Marks

Practical
Marks

Project
Marks

Viva
Marks

Introduction to Employability Skills 1 1 - -

PC1. identify employability skills required for jobs
in various industries - - - -

PC2. identify and explore learning and
employability portals - - - -

Constitutional values – Citizenship 1 1 - -

PC3. recognize the significance of constitutional
values, including civic rights and duties,
citizenship, responsibility towards society etc. and
personal values and ethics such as honesty,
integrity, caring and respecting others, etc.

- - - -

PC4. follow environmentally sustainable practices - - - -

Becoming a Professional in the 21st Century 2 4 - -

PC5. recognize the significance of 21st Century
Skills for employment - - - -

PC6. practice the 21st Century Skills such as Self-
Awareness, Behaviour Skills, time management,
critical and adaptive thinking, problem-solving,
creative thinking, social and cultural awareness,
emotional awareness, learning to learn for
continuous learning etc. in personal and
professional life

- - - -

Basic English Skills 2 3 - -

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

- - - -

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

- - - -

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

Career Development & Goal Setting 1 2 - -



Qualification Pack

NSQC Approved || Banking, Financial Services and Insurance 20

Assessment Criteria for Outcomes Theory
Marks

Practical
Marks

Project
Marks

Viva
Marks

PC10. understand the difference between job and
career - - - -

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

Communication Skills 2 2 - -

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

- - - -

PC13. work collaboratively with others in a team - - - -

Diversity & Inclusion 1 2 - -

PC14. communicate and behave appropriately
with all genders and PwD - - - -

PC15. escalate any issues related to sexual
harassment at workplace according to POSH Act - - - -

Financial and Legal Literacy 2 3 - -

PC16. select financial institutions, products and
services as per requirement - - - -

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

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

- - - -

PC19. identify relevant rights and laws and use
legal aids to fight against legal exploitation - - - -

Essential Digital Skills 3 4 - -

PC20. operate digital devices and carry out basic
internet operations securely and safely - - - -

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

PC22. use basic features of word processor,
spreadsheets, and presentations - - - -
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Assessment Criteria for Outcomes Theory
Marks

Practical
Marks

Project
Marks

Viva
Marks

Entrepreneurship 2 3 - -

PC23. identify different types of Entrepreneurship
and Enterprises and assess opportunities for
potential business through research

- - - -

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

- - - -

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

- - - -

Customer Service 1 2 - -

PC26. identify different types of customers - - - -

PC27. identify and respond to customer requests
and needs in a professional manner. - - - -

PC28. follow appropriate hygiene and grooming
standards - - - -

Getting ready for apprenticeship & Jobs 2 3 - -

PC29. create a professional Curriculum vitae
(Résumé) - - - -

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

- - - -

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

PC32. answer questions politely, with clarity and
confidence, during recruitment and selection - - - -

PC33. identify apprenticeship opportunities and
register for it as per guidelines and requirements - - - -

NOS Total 20 30 - -
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National Occupational Standards (NOS) Parameters

NOS Code DGT/VSQ/N0102

NOS Name Employability Skills (60 Hours)

Sector Cross Sectoral

Sub-Sector Professional Skills

Occupation Employability

NSQF Level 4

Credits 2

Version 1.0

Last Reviewed Date 29/03/2023

Next Review Date 29/03/2028

NSQC Clearance Date 29/03/2023

Assessment Guidelines and Assessment Weightage

Assessment Guidelines

1. Criteria for assessment for each Qualification will be created by the Sector Skill Council. Each
Performance Criteria (PC) will be assigned marks proportional to its importance in NOS. SSC will also lay
down the proportion of marks for Theory and Skills Practical for each PC.

2. The assessment for the theory part will be based on the knowledge bank of questions created by the
SSC.

3. Assessment will be conducted for all compulsory NOS, and where applicable, on the selected
elective/option NOS/set of NOS.

4. Individual assessment agencies will create unique question papers for the theory part for each
candidate at each examination/training center (as per assessment criteria below).

5. Individual assessment agencies will create unique evaluations for skill practical for every student at
each examination/ training center based on these criteria.

6. To pass the Qualification assessment, every trainee should score a minimum of 50% of % aggregate
marks to successfully clear the assessment.
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7. In case of unsuccessful completion, the trainee may seek reassessment on the Qualification.

Minimum Aggregate Passing % at QP Level : 50

(Please note: Every Trainee should score a minimum aggregate passing percentage as specified above, to
successfully clear the Qualification Pack assessment.)

Assessment Weightage

Compulsory NOS

National Occupational
Standards

Theory
Marks

Practical
Marks

Project
Marks

Viva
Marks

Total
Marks Weightage

BSC/N8420.Perform pre - sales
activities 40 60 - - 100 35

BSC/N8421.Manage sales and
post- sales activities 40 60 - - 100 35

DGT/VSQ/N0102.Employability
Skills (60 Hours) 20 30 0 0 50 30

Total 100 150 0 0 250 100
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Acronyms

NOS National Occupational Standard(s)

NSQF National Skills Qualifications Framework

QP Qualifications Pack

TVET Technical and Vocational Education and Training
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Glossary

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

Sub-sector Sub-sector is derived from a further breakdown based on the
characteristics and interests of its components.

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

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

Occupational
Standards (OS)

OS specify the standards of performance an individual must achieve
when carrying out a function in the workplace, together with the
Knowledge and Understanding (KU) they need to meet that standard
consistently. Occupational Standards are applicable both in the Indian
and global contexts.

Performance Criteria
(PC)

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

National
Occupational
Standards (NOS)

NOS are occupational standards which apply uniquely in the Indian
context.

Qualifications Pack
(QP)

QP comprises the set of OS, together with the educational, training and
other criteria required to perform a job role. A QP is assigned a unique
qualifications pack code.

Unit Code Unit code is a unique identifier for an Occupational Standard, which is
denoted by an ‘N’

Unit Title Unit title gives a clear overall statement about what the incumbent
should be able to do.

Description
Description gives a short summary of the unit content. This would be
helpful to anyone searching on a database to verify that this is the
appropriate OS they are looking for.

Scope
Scope is a set of statements specifying the range of variables that an
individual may have to deal with in carrying out the function which have
a critical impact on quality of performance required.
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Knowledge and
Understanding (KU)

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

Organisational
Context

Organisational context includes the way the organisation is structured
and how it operates, including the extent of operative knowledge
managers have of their relevant areas of responsibility.

Technical Knowledge Technical knowledge is the specific knowledge needed to accomplish
specific designated responsibilities.

Core Skills/ Generic
Skills (GS)

Core skills or Generic Skills (GS) are a group of skills that are the key to
learning and working in today’s world. These skills are typically needed
in any work environment in today’s world. These skills are typically
needed in any work environment. In the context of the OS, these include
communication related skills that are applicable to most job roles.

Electives
Electives are NOS/set of NOS that are identified by the sector as
contributive to specialization in a job role. There may be multiple
electives within a QP for each specialized job role. Trainees must select
at least one elective for the successful completion of a QP with Electives.

Options
Options are NOS/set of NOS that are identified by the sector as
additional skills. There may be multiple options within a QP. It is not
mandatory to select any of the options to complete a QP with Options.


