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technology 
consul t ing  

 
   What are  
   Occupational     
   Standards(OS)? 
 
ü OS describe what 

individuals need 
to do, know and 
understand in 
order to carry out 
a particular job 
role or function  

 
ü OS are 

performance 
standards that 
individuals must 
achieve when 
carrying out 
functions in the 
workplace, 
together with 
specifications of 
the underpinning 
knowledge and 
understanding 

 
 

 
Contact  Us: 

GJSCI, Mumbai 

 
E-mail:  coo@gjsci.org 

       
                      

 

Qualifications Pack-Order Processor (Gemstones) 
 

SECTOR: INFORMATION TECHNOLOGY- INFORMATION TECHNOLOGY ENABLED 

SERVICES (IT-ITES)ces Helpdesk Attendant 
SECTOR: GEMS & JEWELLERY 

SUB-SECTOR: Gemstone Processing 

OCCUPATION: Production Planning  

REFERENCE ID:  G&J/Q6302 

ALIGNED TO: NCO-2004/ NIL 

Order processor: Also known aǎ ΨhǊŘŜǊ ¢ŀƪŜǊΩ ƻǊ ΨhǊŘŜǊ tǊŜǇŀǊŜǊΩΣ ǘƘŜ 

Order Processor is among the first set of individuals working in the 

gemstone processing chain. Order Processor prepares the job sheet or 

order form based on customer order. 

 

Brief Job Description: The individual prepares a job sheet based on 

design parameters of a gemstone order. The details on the job sheet 

serve as a blueprint foǊ ǘƘŜ ǎǳōǎŜǉǳŜƴǘ ǇǊƻŎŜǎǎŜǎ ƛƴ ǘƘŜ ƎŜƳǎǘƻƴŜΩǎ 

processing.  
 

Personal Attributes: The job requires the individual to have: attention to 

details and ability to work on computers for long hours.  

EYE ON IT 
Current Industry 
Trends 
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multo, in commoveo quibus 

premo tamen erat huic. Occuro 

uxor dolore, ut at praemitto opto 

si sudo, opes feugiat iriure 

validus. Sino lenis vulputate, 

valetudo ille abbas cogo saluto 

quod, esse illum, letatio lorem 

conventio. Letalis nibh iustum 

transverbero bene, erat vulpu 

tate enim esse si sudo erat.  

 

 

SOFTWARE 
Monthly Picks 
 

Volutpat mos at  
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loquor aptent ut erat feugiat 

pneum commodo. 
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multo, in commoveo quibus 

premo tamen erat huic. Occuro 
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si sudo, opes feugiat. 

Aptent nulla aliquip camur ut  

consequat aptent nisl in voco  

consequat. Adipsdiscing magna 

jumentum velit iriure obruo. damnum 
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jumentum velitan en iriure. Loquor, 

vulputate meus indoles iaceo, ne 
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masca pala ergo sacrum lamap  
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mara duis enim consequat genitus. Enim neo velit 

adsum odio, multo lorem ipso mata irlosa. 
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Qualifications Pack Code G&J/ Q6302 

Job Role Order Processor (Gemstones) 

Credits(NSQF)  TBD Version number 1.0 

Sector Gems & Jewellery Drafted on  14/08/13 

Sub-sector Gemstones Processing Last reviewed on 13/08/14 

Occupation Production Planning  Next review date 12/08/15 

Job Role Order Processor 
Also called ΨOrder TakerΩ, ΨOrder PreparerΩ 

Role Description 
Receiving customer order for gemstones and recording on the 
job sheet or order form, details  such as size, weight, shape, 
type of finish and delivery due date  

NSQF level 

Minimum Educational Qualifications 

Maximum Educational Qualifications 

3 

Preferably 10th Standard Passed 

Training Not Applicable 

Experience Computer Operations preferable 

Applicable National Occupational 

Standards (NOS)   

Compulsory: 

1. G&J/N6301 Prepare job sheet  

2. G&J/N9920 Maintain IPR at work  

3. G&J/N9921 Coordinate with colleagues 

4. G&J/N9924 Maintain safety at work   
Optional: 
            Not applicable  

Performance Criteria As described in the relevant OS units 
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Overview  
 

This unit is about preparing the order form or job sheet based on customer order received for 

processing precious, semi-precious or synthetic gemstones. It is one of the first steps in the 

gemstone processing work flow.  
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Unit Code G&J/N6301 

Unit Title 
(Task) 

Prepare order form or job sheet 

Description This OS unit is about processing customer order in order to prepare a job sheet or 
order form for use in subsequent work flow of processing the gemstone(s) and 
delivering it 

Scope This unit/task covers the following: 
 

¶ wŜŎŜƛǾŜ ŎǳǎǘƻƳŜǊΩǎ ƻǊŘŜǊ 

¶ Prepare order form or job sheet  

¶ Call or contact customer to confirm 

¶ Interact with other departments 

¶ Track the order  

¶ Report problems in time 

 

Performance Criteria(PC) w.r.t. the Scope  

Element Performance Criteria 
wŜŎŜƛǾƛƴƎ ŎǳǎǘƻƳŜǊΩǎ 
order 

To be competent, the user/individual on the job must be able to receive order: 
PC1. by e-mail, on telephone, via printed communication, from sales executive, as 

queries from exhibitions, from online shop 

Order processing To be competent, the user/individual on the job must be able to: 
PC2. prepare job sheet 
PC3. ǊŜŎƻǊŘ ŎǳǎǘƻƳŜǊΩǎ ŘŜǘŀƛƭǎ ǎǳŎƘ ŀǎ ƴŀƳŜΣ ŎƻƴǘŀŎǘ ǇŜǊǎƻƴ ŀƴŘ ŘŜǘŀƛƭǎ 
PC4. record gemstone design type ordered with details such as design number or 

model number, precious or semi-precious or synthetic 
PC5. record detailing of the gemstone ordered such as size, weight, shape, colour, 

identical or not, inclusions or clarity, cut 
PC6. record the type of pre-shaping, faceting and polishing required 
PC7. record delivery due date and number of gemstones to be polished 

PC8. make timely delivery of job sheet to Production department 
PC9. accurately ƳŀǘŎƘ ŎǳǎǘƻƳŜǊΩǎ ǎŀƳǇƭŜ ǿƛǘƘ ŘŜǎƛƎƴ available 
PC10. accurately record detailing requirement of gemstones ordered 
PC11. accurately assess time required for delivery 
PC12. maintain order track for timely delivery of product 
PC13. rŜŎŜƛǾŜ ŎǳǎǘƻƳŜǊΩǎ ŀƴŘ ǎŜƴƛƻǊΩǎ ŎƻƴǎŜƴǘ ƻƴ ƻǊŘŜǊ ŦƻǊƳ or job sheet 
PC14. check with stores department for raw materials available such as gemstones 

and consumables 
PC15. share new order sheet with Production and Quality Control departments  
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Tracking order and 
interacting with 
other departments 

To be competent, the user/individual on the job must be able to: 
PC16. order as per job sheet prepared 
PC17. to make changes based ƻƴ ŎǳǎǘƻƳŜǊΩǎ ŦŜŜŘōŀŎƪ 
PC18. to send final job sheet to customer and superior for validation 
PC19. follow-up with department supervisors on delivery schedule 

PC20. track the gemstone processing status as per order form details 

PC21. ensure timely delivery 

PC22. make timely delivery of job sheet to Production department 

Handling problems To be competent, the user/individual on the job must be able to: 
PC23. report computer failure in time 
PC24. identify ŘƛŦŦƛŎǳƭǘȅ ƛƴ ƳŀǘŎƘƛƴƎ ŎǳǎǘƻƳŜǊΩǎ ǊŜǉǳƛǊŜƳŜƴǘ 
PC25. follow order tracking and delivery schedule mismatch 
PC26. check availability of materials and equipment before finalising job sheet 

Knowledge and Understanding (K) 

A. Organizational  
Context 

(Knowledge of the 

company /  

organization and  

its processes) 

 

The individual on the job needs to know and understand: 
KA1. cƻƳǇŀƴȅΩǎ ǇƻƭƛŎƛŜǎ ƻƴΥ !ŎŎŜǇǘŀōƭŜ ƭƛƳƛǘǎ ƻŦ stone loss per gemstone type; 

incentives; delivery standards; safety and hazards; integrity; and personnel 
management 

KA2. wƻǊƪ Ŧƭƻǿ ƛƴǾƻƭǾŜŘ ƛƴ ŎƻƳǇŀƴȅΩǎ gemstone processing and time required to 
complete each stage 

KA3. iƳǇƻǊǘŀƴŎŜ ƻŦ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ǊƻƭŜ ƛƴ ǘƘŜ ǿƻǊƪŦƭƻǿ 
KA4. reporting structure 

B. Technical    
     Knowledge 
 

The user/individual on the job  needs to know and understand: 
KB1. the different types of gemstones processed in the company 
KB2. terminologies used in gemstone processing, both local and global 
KB3. gemstone product trends  
KB4. different types of gemstones and their making technique, e.g., cabochon or 

faceted; with inclusions or clear; transparent or opaque 
KB5. different types of consumables used in gemstone processing  

Skills (S) [Optional] 

A. Core Skills/ 

Generic  Skills  

 Basic reading and typing skills 

The user/individual on the job  needs to know and understand how: 
SA1. to read design requirements of customer 
SA2. to write job sheet or order form 
SA3. to communicate with customer 

Calculation skills 

The user/individual on the job  needs to know and understand how: 
SA4. to assess the material requirement for processing the gemstone ordered   

Communication skills 

The user/individual on the job  needs to know and understand how: 
SA5. to communicate effectively with customer, seniors and colleagues   
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B. Professional Skills 

 
 

Computer skills 

The user/individual on the job needs to know and understand how: 
SB1. to use software for generating job sheet 
SB2. to use MS Office tools for writing and recording 
SB3. to import photograph in data bank and match 

Decision making 

The user/individual on the job  needs to know and understand how: 
SB4. to inform customer about any mismatch of expectations 
SB5. to assess raw materials required for processing the gemstone 
SB6. to assess value of the gemstone and corresponding stone loss standards 
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NOS Version Control 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOS Code G&J/ N6301 

Credits(NSQF) 
[OPTIONAL] 

TBD Version number 1.0 

Industry Gems & Jewellery  Drafted on  14/08/13 

Industry Sub-sector Gemstone Processing Last reviewed on 13/08/14 

  Next review date 12/08/15 
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Overview  
 

¢Ƙƛǎ ǳƴƛǘ ƛǎ ŀōƻǳǘ ǊŜǎǇŜŎǘƛƴƎ ƛƴǘŜƭƭŜŎǘǳŀƭ ǇǊƻǇŜǊǘȅ ǊƛƎƘǘǎ ƻŦ ǘƘŜ ŎƻƳǇŀƴȅΩǎ products and 

designs. 
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Unit Code G&J/N9920 

Unit Title 
(Task) 

Maintain IPR at work 

Description ¢Ƙƛǎ h{ ǳƴƛǘ ƛǎ ŀōƻǳǘ ǇǊƻǘŜŎǘƛƴƎ ŎƻƳǇŀƴȅΩǎ LƴǘŜƭƭŜŎǘǳŀƭ tǊƻǇŜǊǘȅ wƛƎƘǘǎ 

Scope This unit/task covers the following: 
 

¶ tǊƻǘŜŎǘ ŎƻƳǇŀƴȅΩǎ LƴǘŜƭƭŜŎǘǳŀƭ tǊƻǇŜǊǘȅ wƛƎƘǘǎ όLtwύ 

Performance Criteria(PC) w.r.t. the Scope  

Element Performance Criteria 
Maintaining IPR To be competent, the user/individual on the job must: 

PC1. prevent leak of new designs/ plans to competitors by reporting on time 
PC2. ōŜ ŀǿŀǊŜ ƻŦ ŀƴȅ ƻŦ ŎƻƳǇŀƴȅΩǎ ǇǊƻŘǳŎǘΣ ǇǊƻŎŜǎǎ ƻǊ ŘŜǎƛƎƴ ǇŀǘŜƴǘǎ  
PC3. report IPR violations observed in the market, to supervisor or company heads 
PC4. be aware of patents and IPR 
PC5. not be involved in IPR violations 

Knowledge and Understanding (K) 

A. Organizational  
Context  

The user/individual on the job  needs to know and understand: 
KA1. cƻƳǇŀƴȅΩǎ ǇƻƭƛŎƛŜǎ ƻƴΥ ƛƴǘŜƎǊƛǘȅ, IPR and personnel management 
KA2. work flow involved in gemstone processing of company 
KA3. iƳǇƻǊǘŀƴŎŜ ƻŦ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ǊƻƭŜ ƛƴ ǘƘŜ organisation 
KA4. reporting structure 

B. Technical    
     Knowledge 

The user/individual on the job  needs to know and understand: 
KB1. patents and IPR laws 
KB2. how IPR protection is important for competitiveness of a company  
KB3. market trends 

Skills (S) [Optional] 

A. Core Skills/ 

Generic Skills  

Communication skills 

The user/ individual on the job  needs to know and understand how to: 
SA1. effectively communicate any observed IPR violations or order leaks 

B. Professional Skills 

 
 

Decision making 

The user/individual on the job  needs to know and understand: 
SB1. when and how to report potential sources of violations 

Reflective thinking 

The user/individual on the job  needs to know and understand how to: 
SB2. learn from past mistakes and report IPR violations on time 

Critical thinking 

The user/individual on the job  needs to know and understand how to: 
SB3. spot signs of violations and alert authorities in time 
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NOS Version Control 
 

 

 
 
 
 
 

NOS Code G&J/N9920 

Credits(NSQF) TBD Version number 1.0 

Industry Gems & Jewellery Drafted on  14/08/13 

Industry Sub-sector Gemstone Processing Last reviewed on 13/08/14 

  Next review date 12/08/15 
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Overview  
 

This unit is about team work and level of communication with colleagues or clients. It 

determines the ability to work as a team member, share work and multi-task in order to 

achieve the required deliverables on schedule. 
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Unit Code G&J/N9921 

Unit Title 
(Task) 

Coordinate with colleagues  

Description This OS unit is about communicating with colleagues and seniors in order to achieve 
smooth and hazard-free work flow 

Scope This unit/task covers the following: 
 

¶ Interact with supervisor 

¶ Interact with colleagues within and outside the department 

Performance Criteria(PC) w.r.t. the Scope  

Element Performance Criteria 
Interaction with 
supervisor 

To be competent, the user/individual on the job must: 
PC1. receive work instructions and raw materials from reporting supervisor 
PC2. communicate to reporting supervisor about process-flow improvements, 

product defects received from previous process, repairs and maintenance of 
tools and machinery as required 

PC3. communicate any potential hazards or expected process disruptions 
PC4. handover completed work to supervisor 
PC5. understand the work output requirements 
PC6. comply with company policy and rule 
PC7. deliver quality work on time as required by reporting any anticipated reasons 

for delays 

Interactions with 
colleagues and other 
departments 

To be competent, the user/individual on the job must: 
PC8. work as a team with colleagues and share work as per their or own work load 

and skills 
PC9. work with colleagues of other departments  
PC10. communicate an discuss work flow related difficulties in order to find solutions 

with mutual agreement 
PC11. receive feedback from QC and rework in order to complete work on time 
PC12. put team over individual goals 
PC13. resolve conflicts and multi-task 

Knowledge and Understanding (K) 

A. Organizational  
Context  

The user/individual on the job  needs to know and understand: 
KA1. ŎƻƳǇŀƴȅΩǎ policies on personnel management 
KA2. work flow involved in gemstone processing of company 
KA3. iƳǇƻǊǘŀƴŎŜ ƻŦ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ǊƻƭŜ ƛƴ ǘƘŜ ǿƻǊƪŦƭƻǿ 
KA4. reporting structure 
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B. Technical    
     Knowledge 
 

The user/individual on the job  needs to know and understand how to: 
KB1. communicate effectively 
KB2. build team coordination  

Skills (S) [Optional] 

A. Core Skills/ 

Generic Skills  

Teamwork and multitasking 

The individual on the job needs to know and understand: 
SA1. importance of sharing work load as required 
SA2. significance of delivering product to next work process on time 

B. Professional Skills 

 
 

Decision making 

The individual on the job needs to know and understand: 
SB1. potential areas of disruptions to work process and report the same  
SB2. when to report to supervisor and when to deal with a colleague individually, 

depending on the type of concern 

Reflective thinking  

The individual on the job needs to know and understand how to: 
SB3. improve work processes 

Critical thinking  

The individual on the job needs know and understand how to: 
SB4. spot process disruptions and delays 
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NOS Version Control 
 

 

 

NOS Code G&J/N9921 

Credits(NSQF) TBD Version number 1.0 

Industry Gems & Jewellery Drafted on  14/08/13 

Industry Sub-sector Gemstone Processing Last reviewed on 13/08/14 

  Next review date 12/08/15 
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Overview  
 

This unit is about commitment towards reporting potential hazards, taking preventive 

measures to contain accidents in order to make the work environment safe for self and 

colleagues and maintaining a clean working environment. 

 
  

 














