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Course Curricula for Short Term Courses based on Modular

Employable Skills (MES) in Travel & Tourism Sector
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Skill Development based on Modular Employable Skills (MES)

Background

The need for giving emphasis on the Skill Development, especially for the less educated, poor and out of school youth has been highlighted in various forums. The skill level and educational attainment of the work force determines the productivity, income levels as well as the adaptability of the working class in changing environment. Large percentage of population in India is living below poverty line. One of the important causes is lower percentage of skilled persons in the workforce

The skill development at present is taking place mostly in the informal way, i.e. persons acquire skill at the work-place when they help their parents, relatives and employers etc. Such persons do not have a formal certificate and thus earn lower wages and are exploited by employers. They have come through informal system due to socio-economic circumstances of the family and the compulsions of earning a livelihood rather than attending a formal course. While their productivity is low, their contribution to the national GDP cannot be ignored. If the country can create a system of certification which not only recognizes their skills but also provides education and training in a mode that suits their economic compulsions, it will not only benefit the workforce to earn a decent living but also

contribute to the national economy by better productivity of this workforce.

Another related problem to be tackled is large number of students drop outs (About 63% of the school students drop out at different stages before reaching Class-X).

· Frame work for skill development based on ‘Modular Employable Skills (MES)’
Very few opportunities for skill development are available for the above referred groups (out of school youth & existing workers especially in the informal sector). Most of the existing skill development programmes are long term in nature. Poor and less educated persons cannot afford long term training programmes due to higher entry qualifications, opportunity cost, etc. Therefore, a new framework for skill development for the informal sector has been evolved by the DGET to address to the above mentioned problems. The key features of new framework for skill development are:  

· Demand driven short term training courses based on modular employable skills decided in consultation with Industry.

· Flexible delivery mechanism (part time, week ends, full time)

· Different levels of progranmmes (foundation level as well as skill upgradation) to meet demands of various target groups

· Central Government will facilitate and promote training while vocational training (VT) providers under the Govt. and Private Sector will provide training

· Optimum utilization of existing infrastructure to make training cost effective.

· Testing of skills of trainees by independent assessing bodies who would not be involved in conduct of the training programme, to ensure that it is done impartially.

· Testing & certification of prior learning (skills of persons acquired informally)

The Short Term courses would be based on “Modular Employable Skills (MES)”.

The concept for the MES is:

· Identification of minimum skills set. Which is sufficient to get an employment in the Labour market.

· It allows skills upgradation, multiskilling, multi entry and exit, vertical mobility and life long learning opportunities in a flexible manner.

· It also allows recognition of prior learning (certification of skills acquired informally) effectively.

· The modules in a sector when grouped together could lead to a qualification equivalent to National Trade Certificate or higher.

· Courses could be available from level 1 to level 3 in different vocations depending upon the need of the employer organisations.

· MES would benefit different target groups like:

· Workers seeking certification of their skills acquired informally

· Workers seeking skill upgradation

· Early school drop-outs and unemployed

· Previously child Labour and their family

Age of participants

The minimum age limit for persons to take part in the scheme is 14 years but there is no upper age limit.

Curriculum Development Process

Following procedure is used for developing course curricula

• Identification of Employable Skills set in a sector based on division of work in

   the Labour market.

• Development of training modules corresponding to skills set identified so as to 

  provide training for specific & fit for purpose

• Organization of modules in to a Course Matrix indicating vertical and horizontal 

   mobility. The course matrix depicts pictorially relation among various modules,

  pre requisites for higher level modules and how one can progress from one 

  level to another.

• Development of detailed curriculum and vetting by a trade committee and by 

  the NCVT

 (Close involvement of Employers Organizations, State Governments, experts, vocational training providers and other stakeholders is ensured at each stage).

Development of Core Competencies

Possession of proper attitudes is one of the most important attributes of a competent person. Without proper attitudes, the performance of a person gets adversely affected. Hence, systematic efforts will be made to develop attitudes during the training programme.

The trainees deal with men, materials and machines. They handle sophisticated tools and instruments. Positive attitudes have to be developed in the trainees by properly guiding them and setting up examples of good attitudes by demonstrated behaviors and by the environment provided during training.

 Some important core competencies to be developed are:

1.  Safety consciousness and safe working practices

2.  Care of equipment and tools

3.  Punctuality, discipline and honesty

4.  Concern for quality

5.  Respect for rules and regulations

6.  Concern for health and hygiene

7.  Cordial relationship and Cooperation with co-workers and team Work

8.  Positive attitude and behavior

9.  Responsibility and accountability

10. Learn continuously

11. Communication Skills

12. Concern for environment and waste disposal

Following competencies should also be developed during level-II and higher courses:

1. Ability for planning, organizing and coordinating

2. Creative thinking, problem solving and decision-making

3. Leadership

4. Ability to bear stress

5. Negotiation

Duration of the Programmes

Time taken to gain the qualification will vary according to the pathway taken and will be kept very flexible for persons with different backgrounds and experience. Duration has been prescribed in hours in the curriculum of individual module, which are based on the content and requirements of a MES Module. However, some persons may take more time than the prescribed time. They should be provided reasonable time to complete the course.

Pathways to acquire Qualification:

Access to the qualification could be through:

An approved training Programme; or

A combination of an approved training Programme plus recognition of prior

      learning including credit transfer; or

The recognition of prior learning that provides evidence of the achievement of

       the competencies for the qualification.

Methodology

The training methods to be used should be appropriate to the development of competencies. The focus of the programme is on “performing” and not on “Knowing”. Lecturing will be restricted to the minimum necessary and emphasis to be given for hands on training.

The training methods will be individual centered to make each person a competent one. Opportunities for individual work will be provided. The learning process will be continuously monitored and feedback will be provided on individual basis.

Demonstrations using different models, audio visual aids and equipment will be used intensively.

Instructional Media Packages
In order to maintain quality of training uniformly all over the country, instructional media packages (IMPs) will be developed by the National Instructional Media Institute (NIMI), Chennai.

Assessment
DGE&T will appoint assessing bodies to assess the competencies of the trained persons. The assessing body will be an independent agency, which will not be involved in conducting the training programme. This, in turn, will ensure quality of training and credibility of the scheme. Keeping in view the target of providing training/testing of one million persons through out the country and to avoid monopoly, more than one assessing bodies will be appointed for a sector or an area.

Certificate
Successful persons will be awarded competency-based certificates issued by National Council for Vocational Training (NCVT).
Course Matrix

TRAVEL & TOURISM SECTOR






                                      

 
[image: image2.jpg]



Level – 1

Module No. 01 

Name


: 
Tour  Sales man


Sector


: 
Travel & Tourism

Code


:
TRV101



Entry Qualification
:
10th class pass with age at least 16 years

Terminal Competency
 : 
After completion of the course, one should be able to     





market / sell the tour packages to the  customer satisfaction
Duration

:
180 hours
	Practical Competencies


	Underpinning Knowledge (Theory)

	Development of Effective Communication (Verbal & Non-Verbal)  and Listening Skills.

Development of  Etiquette,  Manners, Customer care, Positive Attitude, Self esteem, Self confidence, Personal hygiene & Grooming. 
Development of Organizing and Implementation of exercises/task(Systematic approach, accuracy, efficient work, carefulness, planning & Organizing).
Development of Independency & Responsibility.

Development of Mental Technique(Risk taking skill, managing challenges, thinking ahead, ability to transfer, creativity)
Development of presentation Skill Practice, Team building/Coordinating skills, Creative thinking & Problem solving
Computer & Internet Operational Skills: 

Creating and Saving a document using Word processor software.

 Editing text (inserting, deleting, undo, redo, select & copy), Formatting Text (Font style, font size, format painter), Aligning Text (right, left, centered, justified).
 Formatting paragraphs (line spacing, paragraph spacing, setting tabs), formatting pages(setting margins, changing page orientation), grammar check,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           Creating tables(adding text, selecting text in a table, inserting rows and columns, merging cells),  Printing documents.

 Create folders, cut/copy and paste files and folders. 

Prepare presentations using PowerPoint software.
Create  E-mail account. Send Email. Copy/ print received mail. Send mail with attachment. Open/download attachments.

	Travel & Tourism concept – Awareness

Principle of customer Relationship Management

Basic Human Communication concept

Basic working Knowledge of  Computer.



	Explain various National & international tour packages , its comparison  and costing. 

Demonstration to sale a tour package by explaining the features, facilities in 

Holistic  way i.e. Accommodation budget, site, Visa and Embassy guide and motivate the customer to avail the tour.

Field visit for hands on experience


	Knowledge of various national and international tour packages.

Indian and World geography & culture.

Motivation in tourism and marketing techniques 

Knowledge of visa preparation, currency exchange etc.

	Tour booking through Website-mail, phone and sending confirmation. 

Maintaining data base/records.
	Computer and Internet operation and

e-booking concept.

	Development of Communication and co-ordination skill  for successful conduction of tour i.e. Arrival, Departure, stay, tour planning etc.

	Tour Planning & Management

Time Management

	Operation & Use Practice of fax, Xerox machine, credit card detection machine 


	Knowledge about fax, Xerox machine, credit card detection machine


Tools & Equipments
1. Lap top with Internet




- 2
2. Telephone with STD




- 1
3. Mobile Phone





- 2
4. LCD projector





- 1
5. Scanner






- 1
6. Fax Machine





- 1
7. Laser Printer





- 1
Level – 1

Module No. 02 

Name


: 
Tour Office Assistant


Sector


: 
Travel & Tourism
Code


:
TRV102

Entry Qualification
:
10th class pass with age at least 16 years

Terminal Competency
 : 
After completion of the course, one should be able to     

   



Present   effectively information about the tour packages with 

                                                Customer   satisfaction
Duration

:
150 hours

	Practical Competencies
	Underpinning Knowledge (Theory)



	Development of Effective Communication (Verbal & Non-Verbal)  and Listening Skills.

Development of  Etiquette,  Manners, Customer care, Positive Attitude, Self esteem, Self confidence, Personal hygiene & Grooming. 

Development of Organizing and Implementation of exercises/task(Systematic approach, accuracy, efficient work, carefulness, planning & Organizing).

Development of Independency & Responsibility.

Development of Mental Technique(Risk taking skill, managing challenges, thinking ahead, ability to transfer, creativity)

Development of presentation Skill Practice, Team building/Coordinating skills, Creative thinking & Problem solving

Computer & Internet Operational Skills: 

Creating and Saving a document using Word processor software.

 Editing text (inserting, deleting, undo, redo, select & copy), Formatting Text (Font style, font size, format painter), Aligning Text (right, left, centered, justified).

 Formatting paragraphs (line spacing, paragraph spacing, setting tabs), formatting pages(setting margins, changing page orientation), grammar check,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           Creating tables(adding text, selecting text in a table, inserting rows and columns, merging cells),  Printing documents.

 Create folders, cut/copy and paste files and folders. .

Create  E-mail account. Send Email. Copy/ print received mail. Send mail with attachment. Open/download attachments

	Travel & Tourism concept - awareness

Principle of customer Relationship Management

Basic Human Communication Concept

Basic working Knowledge of  computer

	Explain  various National & International tour packages and its comparison,& costing. 

Demonstration of the package by 

explaining the features, facilities in 

holistic way i.e. Accommodation budget, site, Visa and Embassy guide and motivate the customer to avail the tour


	Knowledge of various National and International tour packages.

India and World geography &culture. 

visa preparation, currency exchange.

	Maintaining data base/records on National & International tour packages. 


	Basic concept of Internet operation 

	Communication  of all information for successful conduction of tour i.e. Arrival, Departure, stay, tour planning etc.
	Tour Planning & Management

Time Management



	Practice on Operation of  fax, Xerox machine, credit card detection machine 
	Operation & use of fax, Xerox machine, credit card detection machine




Tools & Equipments
1. Lap top with Internet




- 2

2. Telephone with STD




- 1

3. Mobile Phone





- 2

4. Electronic Display Board




- 1

5. Satellite phone





- 1

Level -1

Module No. 03 

Name 

           
: 
Accommodation Assistant
Sector


   :
Travel & Tourism
Code 


   :
TRV103



Entry Qualification
   :
10th class pass with age at least 16 years

Terminal Competency
 :
After completing the course the person will be able to 

arrange accommodation as per  customer choice and 

affordability
Duration

:
150 hours 

	Practical Competencies

 
	Underpinning Knowledge (Theory) 

	Computer & Internet Operational Skills: 

Creating and Saving a document using Word processor software.

 Editing text (inserting, deleting, undo, redo, select & copy), Formatting Text (Font style, font size, format painter), Aligning Text (right, left, centered, justified).

 Formatting paragraphs (line spacing, paragraph spacing, setting tabs), formatting pages(setting margins, changing page orientation), grammar check,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           Creating tables(adding text, selecting text in a table, inserting rows and columns, merging cells),  Printing documents.

 Create folders, cut/copy and paste files and folders. 

Create  E-mail account. Send Email. Copy/ print received mail. Send mail with attachment. Open/download attachments.

· Visit  to different places of accommodation (other than hotel) surrounding of the tourist site

- Holiday Home, Guest House, Dhabas 

· Enquire about types of room available and their rent & taxes, process of booking and registration, Facilities available in the different types of accommodation,

            the check In & Check Out 

             time 

· Booking accommodation as per customer choice and affordability
	· Travel & Tourism concept - awareness

· Basic working knowledge  of computer.

· Knowledge of different types of      accommodation (other than hotel)     surrounding of the site

          - Holiday Home, Guest House, 

          dhabas, 

· types of room     and their rent & Taxes

· process of booking of accommodation and registration

· Facilities available in the different types of accommodation

· check In & Check Out time 

	· Visit  to different  Hotel, Motel, Rootle, Flotel surrounding of the tourist site

· Enquire about types of room available of plan- EP, CP, AP, MAP and their rent & taxes, process of booking and registration, Facilities available in the different types of accommodation i.e. sanitary, security, baggage handling, etc,    the check In & Check Out              time 

· Booking accommodation as per customer choice and affordability
	· Knowledge about different types of accommodation on Hotel, Motel, Rootle, Flotel at surrounding of the tourist site. 

· types of room   available of plan- EP, CP, AP, MAP  and their rent & Taxes, discount on room rent on different season and package tour conducted by the hotel

· process of booking of accommodation and registration

· Facilities available in the different types of accommodation

· check In & Check Out time



	 Practice on 

· Internet, 

· Fax machine ,

· e-Booking, 

· going through the book “Lonely Planet”

· Calculation of currency exchange
	· Concept of Internet operation and E-Booking 

· Fax machine.

· currency exchange

· FHRAI (Federation of Hotel & Restaurant Association of India)


List of tools (for a batch of 20 trainees)

1.
Latest computer with internet facility





02 nos.

2.
Overhead Projector







01 no.

3.
OHP Screen








01 no.

4.
Cellular phone








02 nos.

5.
Telephone (STD & ISD facility)





01 no.

6.
Latest FAX machine







01 no.

7.
Laser jet printer







01 no.

8.
Scanner








01 no.

9.
Photo copy machine







01 no.

Level – 1

Module No. 04 

Name 


: 
Ticket Reservation Assistant
Sector


:
Travel & Tourism

Code 


:
TRV104



Entry Qualification
:
10th pass with age at least 16 years

Terminal Competency
 :
After completing the course the person should  be able to do   reservation/cancellation/re-booking of tickets  as per customer choice & affordability.
Duration

:
150 hours 

	Practical Competencies 
	Underpinning Knowledge (Theory)

 

	Computer & Internet Operational Skills: 

Creating and Saving a document using Word processor software.

 Editing text (inserting, deleting, undo, redo, select & copy), Formatting Text (Font style, font size, format painter), Aligning Text (right, left, centered, justified).

 Formatting paragraphs (line spacing, paragraph spacing, setting tabs), formatting pages(setting margins, changing page orientation), grammar check,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           Creating tables(adding text, selecting text in a table, inserting rows and columns, merging cells),  Printing documents.

 Create folders, cut/copy and paste files and folders. 

Create  E-mail account. Send Email. Copy/ print received mail. Send mail with attachment. Open/download attachments


	· Travel & Tourism concept - awareness

· Basic working knowledge of computer.



	Field visit to Railway  Reservation booking counter

Train Ticket Reservation – 

a) Referring Train Time Table 

b) Filling of reservation form

c) Enquiry of train timing, fares, etc. across the reservation counter and on website

d) Booking ticket across the reservation counter and through  website

· Exchange of foreign currency
	· Indian Railway Transport Services 

· Knowledge of 

· different books on Railway time table 

· different  tour packages available on railways

·  Filling of reservation form

· enquiry of train timing, fares, etc. across the reservation counter and on website

· Railway Website

· Luggage rules for different modes of transport

· Procedure of  Exchange of foreign currency



	Field visit to booking counter

Bus / car Reservation –

a) Enquire about time table of different bus / car services, type of class and fares of bus / small car services

b) Preparing database of time table, type of class and fares, etc. of bus / small car services

c) Booking ticket across the reservation counter / on website


	· Motor Transport Services–

· Knowledge of

time table of  different bus /  small car services, type of   class and fares of bus /  car services

· database   of time table, type of class and     fares, etc. of bus / car 

      services

	Air Ticket Reservation – 

a) Enquiry about time table , type of class and fares of different Airlines services across the reservation counter and on website

b) Preparing database of time table, type of class and fares, etc. of different Airlines services

c) Booking ticket across the reservation counter / on website
	· Air line Services
 

· Knowledge of

t time table, type of class and fares of    different Airlines services 

· database of time table, type of class and fares, etc. of different Airlines services

· Knowledge of different Airlines’ Website



	Water transport Reservation –

a) Enquiry about time table , type of class and fares of different Water transport across the reservation counter / website

b) Preparing database of time table, type of class and fares, etc. of different Water transport services

c) Booking ticket across the reservation counter / website
	· Water transport Services

· Knowledge of 

time table , type of class and fares of different Water transport services 

· database of time table, type of class and fares, etc. of different Water transport services

· Information of different Water transport services




List of tools (for a batch of 20 trainees)

1.
Latest computer with Internet
facility





02 nos.

2.
Overhead Projector / LCD projector





01 no.

3.
OHP Screen








01 no.

4.
Cellular phone








02 nos.

5.
Telephone (STD & ISD facility)





01 no.

6.
Latest FAX machine







01 no.

7.
Laser jet colour printer






01 NO.

8.
Scanner








01 no.

9.
Photo copy machine







01 no.
Level – 1

Module No. 05 

Name 


: 
Tour  Guide for Domestic Tourist


Sector


: 
Travel & Tourism

Code 


:
TRV105



Entry Qualification
:
10 th pass with minimum 16 years of age
Terminal Competency
 
After completing   the course, one should be able to successfully     





Conduct & guide for the package tour for local / regional  tourist.
Duration

:
180  hours 

	Practical Competencies
	Underpinning Knowledge (Theory)


	Development of Effective Communication (Verbal & Non-Verbal)  and Listening Skills.

Development of  Etiquette,  Manners, Customer care, Positive Attitude, Self esteem, Self confidence, Personal hygiene & Grooming. 

Development of Organizing and Implementation of exercises/task(Systematic approach, accuracy, efficient work, carefulness, planning & Organizing).

Development of Independency & Responsibility.

Development of Mental Technique(Risk taking skill, managing challenges, thinking ahead, ability to transfer, creativity)

Development of presentation Skill Practice, Team building/Coordinating skills, Creative thinking & Problem solving

Computer & Internet Operational Skills: 

Creating and Saving a document using Word processor software.

 Editing text (inserting, deleting, undo, redo, select & copy), Formatting Text (Font style, font size, format painter), Aligning Text (right, left, centered, justified).

 Formatting paragraphs (line spacing, paragraph spacing, setting tabs), formatting pages(setting margins, changing page orientation), grammar check,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           Creating tables(adding text, selecting text in a table, inserting rows and columns, merging cells),  Printing documents.

 Create folders, cut/copy and paste files and folders. 

Prepare presentations using PowerPoint software.

Create  E-mail account. Send Email. Copy/ print received mail. Send mail with attachment. Open/download attachments.


	Travel & Tourism concept – awareness

Principle of Principle of Guest - Host  relationship Management

Basic working  knowledge  of  computer.

Awareness of legal and ethical issues.

Responsibility of Guide – Preparation of tour, review of tour, participant list, time planning & Management, identifying travel needs of groups or individuals, vehicle management, standard of dress and personal grooming, greeting participants, general instructions to participants at monuments / sacred places, giving commentary, answering questions. 



	Study of Atlas/map of different cities/towns/ country etc,
	Knowledge of local security, route chart.

Knowledge of India and world geography & culture climate and environmental conditions, various seasonal functions/ celebrations/ events etc.



	Visit tourist sites of various nature (Religious, Gardens, Exhibition/museum

Visit to shopping Arcades
	Knowledge of different tourist places/Exhibition/Museum and its historical importance of various package tour & cultural relation.



	Co-ordination with hospitality institution like Tour Agency, Hotels and restaurants adjacent to tourist places. 

Visit to good Restaurants/Hotel for quality awareness in terms food & stay.   
	Health & hygiene awareness 

Type of  food of national & international standard.

Quality awareness

	Practice on  use of first aid,  Liaison with leading  Specialist/Doctor/nursing home/ hospital for dealing emergency situation
	Awareness of different type of first aid required for  emergency treatment 




List of Tools & Equipment

1.
Mobile







.. 2 nos.

2.
First aid box






.. 1 sets

3.
Lap Top with internet facilities



.. 2 nos.
Level – 1

Module No. 06 

Name 


: 
Driver cum Tour Guide


Sector


: 
Travel & Tourism
Code 


:
TRV106



Entry Qualification
:
10th  pass with age at least 16 years+ Driving license holder as per   




RTO  norms  for  driving commercial tourist vehicle.
Terminal Competency
 After completion of the  course, one should be able to Drive the vehicle & guide successfully to  conduct  the package Tour.
Duration

:
180  hours 
	Practical Competencies

	Underpinning Knowledge (Theory)

	Development of Effective Communication (Verbal & Non-Verbal)  and Listening Skills.

Development of  Etiquette,  Manners, Customer care, Positive Attitude, Self esteem, Self confidence, Personal hygiene & Grooming. 

Development of Organizing and Implementation of exercises/task(Systematic approach, accuracy, efficient work, carefulness, planning & Organizing).

Development of Independency & Responsibility.

Development of Mental Technique(Risk taking skill, managing challenges, thinking ahead, ability to transfer, creativity)

Development of presentation Skill Practice, Team building/Coordinating skills, Creative thinking & Problem solving

Computer & Internet Operational Skills: 

Creating and Saving a document using Word processor software.

 Editing text (inserting, deleting, undo, redo, select & copy), Formatting Text (Font style, font size, format painter), Aligning Text (right, left, centered, justified).

 Formatting paragraphs (line spacing, paragraph spacing, setting tabs), formatting pages(setting margins, changing page orientation), grammar check,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           Creating tables(adding text, selecting text in a table, inserting rows and columns, merging cells),  Printing documents.

 Create folders, cut/copy and paste files and folders. 

Create  E-mail account. Send Email. Copy/ print received mail. Send mail with attachment. Open/download attachments.


	Travel & Tourism concept – awareness

Basic working knowledge  of computer.

Principle of Guest - Host relationship Management.

Awareness of legal and ethical issues.

Responsibility of Guide – Preparation of tour, review of tour participant list, time planning & management, identifying travel needs of groups or individuals, vehicle management, standard of dress and personal grooming, greeting participants, general instructions to participants at monuments / sacred places, giving commentary, answering questions. 

	Study of Atlas/map of different cities/towns/ country etc,
	Knowledge of India and world geography & culture climate and environment conditions, various seasonal functions/ celebrations/ events etc.

	visit tourist sites of various nature (Religious, Gardens, Exhibition/museum
	Knowledge of different tourist places/Exhibition/Museum and its historical importance , various package tour.

	Co-ordination with hospitality institution like Tour Agency, Hotels, restaurants adjust ant to tourist places. 

Visit to good Restaurants/Hotel for quality awareness in terms food & stay.   
	Health & hygiene awareness 

Type of food of national & international standard.

Quality awareness

	Practice the use of first aid Liaison with leading  Specialist/Doctor/nurses home/hospital for dealing emergency situation
	Awareness of different type of first aid,for Emergency treatment 

	Familiarization with the name and location of different assemblies of motor vehicles.
	Motor Vehicle Act

Necessity of different assemblies of a motor vehicle

	Preliminary checking of the vehicle before driving 

Straight driving on an open ground and practice in watching different gauges and meters while driving.
	Driving road rules.

	Practice in changing gear from :-

i) Low gear to high gear &

ii) High gear to low gear
	Road traffic signal and hand signal.

	Straight driving on wide road and practice in changing gear from low gear to high gear and high gear to low gear.
	Types of clutch and brakes.

	Driving through lanes and curves.
	Precautions to be taken while driving through lanes and curves.

	Practice in reverse driving.
	Precautions to be taken at the time of reversing the vehicle.

	Practice in driving through sand and wet and rocky surface.
	Precautions to be taken while driving through sand and wet surface.

	Practice in driving over slope and down hill.
	Precautions to be taken while driving over slope and down hill.

	Practice in parking vehicles .Parallel parking and diagonal parking.
	Precautions to be taken at the time of different kind of parking.

	Practice in driving over narrow bridges.
	Precautions to be taken while driving over narrow bridges.

	Practice in overtaking another vehicle. Detection of minor faults while driving.

Knowledge of replacing tyres, battery, 
	Precautions to be taken at the time of overtaking another vehicle.


List of tools and equipment

1.
Light motor vehicles                                                               
.. 1 Nos.

2.
Traffic signal board






.. 1 No.

3.
Fire extinguisher






.. 2 Nos.

5.
Mobile








.. 2 Nos.

6.
First aid box







.. 1 sets

7.
Lap Top with internet facilities




.. 2 nos.

Level – II

Module No. 01

Name 


:
Tour Programme Coordinator
Sector


:
Travel & Tourism
Code 


:
TRV207



Entry Qualification
:
10 + 2  pass with minimum18 years of age +Any one of the level-1 




Course (TRV101-106)
Terminal Competency
 :
After completing the course one should be able to effectively  
Communicate  &  execute different types of tours and suggest viability and feasibility of itineraries. 
Duration

:
120  hours
	Practical Competencies 
	Underpinning Knowledge (Theory)

 

	Tour Development – 

a) Site Inspection- Visit the site of the tour

b) Do the market survey of the tour

c) Talk with tour suppliers & operators

d) Calculate the tour cost by taking all the fixed cost, variable cost and price mark up

e) Information regarding features, terms & condition of the tours, photography, rout map of the destinations of the tour in order to make Travel brochure.
Computer & Internet Operational Skills: 

Creating and Saving a document using Word processor software.

 Editing text (inserting, deleting, undo, redo, select & copy), Formatting Text (Font style, font size, format painter), Aligning Text (right, left, centered, justified).

 Formatting paragraphs (line spacing, paragraph spacing, setting tabs), formatting pages(setting margins, changing page orientation), grammar check,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           Creating tables(adding text, selecting text in a table, inserting rows and columns, merging cells),  Printing documents.

 Create folders, cut/copy and paste files and folders. 

Create  E-mail account. Send Email. Copy/ print received mail. Send mail with attachment. Open/download attachments


	Travel & Tourism concept - awareness

Basic working knowledge  of computer.

Tour Development –

 a) Planning -  Planning tours and techniques to implement and monitor tour plans

 b) Negotiations – The process involves the negotiations of the tour concepts by securing the involvement of various tour suppliers & operators.

 c) Relationship concept

 d) Costing- Develop a detail cost estimate for the tour package.

 e) Promotion – Various promotional tools utilized in the Travel industry.

  f) Knowledge about different tour governing bodies – IATA, ATO, WTO, PATA, TAI, etc.

  g) Facilities available for physically challenged people

 h) RBI guidelines for foreign currency exchange



	Transportation – 

a) Arrange the transport

b) Arrange modes of transport

c) Contact with different airlines, travel agencies and travel service operator

d) Preparing database of fares on different types of transport.

e) Route selection
	Transportation – 

a) Knowledge of  different types of transport, modes of transport.

b) Knowledge of different airlines and travel agencies

c) Method of collecting fares of  different types of transport.

      d)   Knowledge of different routes

	Accommodation – 

a) Enquire about different types of accommodation available

b) Class of accommodation

c) Tariff of accommodation

d) Facilities available in the accommodation

e) Position of accommodation

f) Enquire about European Plan(EP), Continental Plan(CP), American plan(AP), Modified American plan(MAP) 

g) Familiarisation with and calculation of insurance and taxes applicable and documentation Process.

h) Documentation in tour   

      operation – domestic and

       international 
	Accommodation – 

a) Knowledge about different types of accommodation available – Hotel, Motel, Flotel, Rotel

b) Knowledge about Class of accommodation

c) Go through the tariff of different accommodation available

d) Knowledge about Facilities available in the accommodation

e) Knowledge about Position of accommodation

f) Knowledge about different plans of accommodations

g) Insurance and taxes applicable in tour operation – domestic and international.

	Attraction & Site Seeing –

(a) Visit the attractive places surrounding of the site

a) Select the spot for site scene 

b) Site seeing and entry charges- – Indian and Foreign tourists

c) Restrictions involved in monuments.


	Attraction & Site Seeing –

a) Knowledge about attractive places handicrafts, fairs & festivals, shopping & cuisine surrounding of the site.

b) Procedure of Selecting the spot for site scene 

c) Process of calculation Charges for sight seeing – Indian and Foreign tourists

d) Dos and don’ts 


List of tools (for a batch of 20 trainees)

1.
Latest computer with internet and multimedia facility


02nos.
2.
Overhead Projector / LCD projector





01 no.
3.
OHP Screen








01 no.
4.
Cellular phone








05 nos.
5.
Telephone (STD & ISD facility )





01 no.
7.
Latest FAX machine







01 no.
8.
Laser jet printer







01 no.
9.
Scanner








01 no.
10.
Photo copy machine







01 no
Level – II
Module No. – 02

Name


:  
Tour  Guide for International Tourist

Sector


: 
Travel & Tourism
Code


: 
TRV208
Entry Qualification 
:    
10 +2 Pass and minium18 years of age + Any one of the level-1 





Course (TRV101-106).
Terminal Competencies:  
After completion of the course, one should be able to successfully
                                         
Conduct & guide  the Package Tour for International Tourist.  

Duration

: 
300 hrs. (180 hrs. relaxation will be given to those who    

 knows at least one foreign language other than English)
	Practical Competencies

	Underpinning Knowledge (Theory)

	Development of Effective Communication (Verbal & Non-Verbal)  and Listening Skills.

Development of  Etiquette,  Manners, Customer care, Positive Attitude, Self esteem, Self confidence, Personal hygiene & Grooming. 

Development of Organizing and Implementation of exercises/task(Systematic approach, accuracy, efficient work, carefulness, planning & Organizing).

Development of Independency & Responsibility.

Development of Mental Technique(Risk taking skill, managing challenges, thinking ahead, ability to transfer, creativity)

Development of presentation Skill Practice, Team building/Coordinating skills, Creative thinking & Problem solving

Computer & Internet Operational Skills: 

Creating and Saving a document using Word processor software.

 Editing text (inserting, deleting, undo, redo, select & copy), Formatting Text (Font style, font size, format painter), Aligning Text (right, left, centered, justified).

 Formatting paragraphs (line spacing, paragraph spacing, setting tabs), formatting pages(setting margins, changing page orientation), grammar check,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           Creating tables(adding text, selecting text in a table, inserting rows and columns, merging cells),  Printing documents.

 Create folders, cut/copy and paste files and folders. 

Prepare presentations using PowerPoint software.

Create  E-mail account. Send Email. Copy/ print received mail. Send mail with attachment. Open/download attachments


	Travel & Tourism concept - awareness

Basic  working knowledge  of computer.

Principle of Guest - Host relationship Management.

Awareness of legal and ethical issues.

Responsibility of Guide – Preparation of tour, review of tour participant list, accuracy, timing and practicability, identifying travel needs of groups or individuals, vehicle management, standard of dress and personal grooming, greeting participants, general instructions to tourists at monuments / sacred places, giving commentary, answering questions. 

	Study of Atlas/map of different cities/towns/ country etc,
	Knowledge of local security, route chart.

Knowledge of India and world geography & culture climate and environment conditions, various seasonal functions/ celebrations/ events etc.

	Visit tourist sites of various nature (Religious, Gardens, Exhibition/museum

Visit to shopping Arcades
	Knowledge of different tourist places/Exhibition/Museum and its historical importance of various package tour & cultural relation.



	Co-ordination with hospitality institution like Tour Agency, Hotels and restaurants adjacent to tourist places. 

Visit to good Restaurants/Hotel for quality awareness in terms food & stay. 
	Health & hygiene awareness 

 food of national & international standard.

 Quality awareness

	Practice the use of first  Aid and  Liaison with leading  Specialist/Doctor/nurses home/hospital for dealing emergency situation
	Awareness of different type of first aid, Emergency diseases treatment,

Health and hygiene. 



	Practice on  public speaking with accent for foreign languages - Japanese/ German/ French/ Chinese, etc.
	Study of script, cultures, and foreign languages – Japanese / German / French / Chinese, etc.


List of tools (for a batch of 20 trainees)

1.
Mobile Phone 


…

2 nos.

2.
First Aid Box


…

2 sets

3.
Lap Top with Internet 


connection facilities

…

2 sets
Level – II

Module No. – 03

Name



:    Tour Agent / Travel & Tour Operator
Sector



:    Travel & Tourism
Code                                       :     TRV209
Entry Qualification

:    10+2 passed+ Any one of the level-1 courses( TRV101-106) 
Terminal Competencies
:     After completion of the course, one should be able to 

      co- ordinate and arrange tour package and also having
      the knowledge of entrepreneurship.

Duration


:     120 Hrs.
	Practical  Competencies
	Underpinning Knowledge (Theory)

	Procedure of ticketing & ticket booking, cancellation, changing tickets in Airlines, Railways and Road transport for International & domestic travel & baggage handling.

Computer & Internet Operational Skills: 

Creating and Saving a document using Word processor software.

 Editing text (inserting, deleting, undo, redo, select & copy), Formatting Text (Font style, font size, format painter), Aligning Text (right, left, centered, justified).

 Formatting paragraphs (line spacing, paragraph spacing, setting tabs), formatting pages(setting margins, changing page orientation), grammar check,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           Creating tables(adding text, selecting text in a table, inserting rows and columns, merging cells),  Printing documents.

 Create folders, cut/copy and paste files and folders. 

Prepare presentations using PowerPoint software.

Create  E-mail account. Send Email. Copy/ print received mail. Send mail with attachment. Open/download attachments


	Travel & Tourism concept - awareness

Basic concept of computer.

Government formalities to establish tour operation agency, affiliation formalities for different state tourism departments, role of IATA, IATO, TAAI, etc 
.

Mode of transport in different locality. International Travel Organisation. Basic knowledge of India & World geography, culture, etc.

	Maintaining and compilation of records used in travel office. 

Procedure of hotel booking.
	Knowledge of Different records to be maintained in travel office. Abbreviations used in travel ticket & travel terminology, city code, country code, etc.,

	Procedure of getting IATA certificate (International Air Transport Association). Procedure of Air ticket booking
	Knowledge about IATA and their operations. International regulations.

Procedure of becoming agent of National & International Airline. 

	 Procedure of opening a Travel office, completion of travel formalities such as Pass Port, Visa, Health Certificate, tax, Customs, currency conversion, travel insurance, etc.


	Terms and conditions to become sub agent of IATA approved agencies, assessing locality, capital investment & risk, market potential.

	Procedure of travel office management.

Procedure of advertisement and publicity .

Practice of correspondence with concerned authorities of different states for conducting tour, information for guides, translators/interpreter, visa formalities etc.   
	Knowledge on travel office management 

Knowledge on advertisement and publicity 

Types of correspondences done with concerned authorities of different states for conducting tour, information for guides etc.

	Tour operation and selection of tour sites in different states

Salesmanship 

Practice of contact/liaison with other travel office regarding tour.


	Knowledge of contacts/liaison with other travel office regarding tour.

Communication skill 



	Tour planning in-bound and out-bound, programme depending upon cost, mode of transport etc. 

Tour planning programme for inbound and outbound tourist taking into consideration factors such as food habit, sensitivity, interpreter, caterer etc.       
	Knowledge of climate, condition, time, places worth visiting in area of operation in other states

Knowledge of first aid 



	Visits to the authorized travel agencies/airlines 
	Emerging trends in travel industry – Adventure tourism, Eco Tourism, Health Tourism, etc

	Use of communication systems such as e-mail, Fax, internet, computer etc. 
	Legal issues – tourism related laws 

e. g. consumer protection laws, Indian contract Act, STA ( state Transport authority) rules, Ancient monument & preservation Act , Shop & Establishment Act, etc.

	Visit to different Bank financial institutions for finance of tour package.
	Bank financing, trade licenses, Service Tax Licenses


List of Tools & Equipments –:
1.
Computer with Internet facilities
…

2 nos.

2.
Xerox Machine


…

1 no.

3.
Mobile Phone



…

1 no


4.
Overhead Projector with screen
…

1 no


5
Telephone with STD & ISD facilities…

2 nos

6.
Fax machine (latest model)

…

1 no

7.
Credit Card detection machine
…

1 no


Draft Course Curricula


Under


SKILL DEVELOPMENT INITIATIVE SCHEME (SDIS)


 Based on


Modular Employable Skills (MES)








Directorate General of Employment & Training


Ministry of Labour & Employment


Government of India











Level – II





Tour Program me Coordinator





Tour Guide for International Tourist





Tour Agent / Travel & Tour Operator





Level – I 








Tour


Salesman








Tour 


Office 


Assistant








Accommodation Assistant








Ticket


Reservation Assistant











Tour Guide for Domestic Tourist








Driver-cum-Tour Guide











List of members attended the Trade Committee Meeting for designing the course curriculam under Skill Development Initiative Skill (SDIS) based on Modular Employable Skills (MES) in TRAVEL & TOURISM SECTOR 


held on 21.11.2007 





Sl. No.�
Name and Designation�
Organisation�



�
�
1.�
Mr. S.D.Lahiri, Director�
C.S.T.A.R.I., Kolkata�
Chairman


�
�
2.�
Mr. M. Bhattacharjee, Asst. Director�
I.T.D.C., Govt. of India�
Member


�
�
3.�
Mr. Nityananda Mondal, Dy. Secretary�
Tourism Deptt., Govt. of W.B.�
Member�
�
4.�
Mr. Ranabir Roy, C.E.O�
Vista Concord Travel Agency�
Member�
�
5.�
Mr. Partha Bhattacharjee, Director�
Hindustan Travels�
Member


�
�
6.�
 Mr. Saibal Sengupta, Asst. Director�
Dte. of Indus. Trg. Govt. of W.B.�
Member�
�
7.�
Dr. P.K.Choudhury, Ex Industrial Adviser�
Min. of M.S.M.E., Govt. of India�
Member�
�
8.�
Mr. T. Mukhopadhyay, Ex Joint Director�
C.S.T.A.R.I., Kolkata�
Member


�
�
9.�
Mr. Anil Kumar, Joint Director�
C.S.T.A.R.I., Kolkata�
Member


�
�
10�
Mr. R.R.Mannewar, Dy. Director�
C.S.T.A.R.I., Kolkata�
Member


�
�
11.�
Mr. Sanjay Kumar, Dy. Director�
R.D.A.T., Kolkata�
Member


�
�
12.�
Mr. G.Giri, Dy. Director�
R.D.A.T., Kolkata�
Member


�
�
13.�
Mr. A.Chakraborty, Asst. Director�
C.S.T.A.R.I., Kolkata�
Member


�
�
14.�
Mr. V.Babu, Asst. Director�
C.S.T.A.R.I., Kolkata�
Member


�
�
15. �
Mr. R.N.Manna, Trg.Officer�
C.S.T.A.R.I., Kolkata�
Member


�
�
16.�
Mr. S.B.Sardar, Trg.Officer�
C.S.T.A.R.I., Kolkata�
Member


�
�
17.�
Mr. P.K.Dutta, Trg.Officer�
C.S.T.A.R.I., Kolkata�
Member


�
�
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