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U OS describe wha
individuals need
to do, know and
understand in

order to carry oul

a particular job o
role or function Qualifications Pack-Order Processor (Gemstones)

Introduction

OS are SEETORGEMS & JEWELLERY
performance

standards that LB SECTORsemstone Processing
individuals must
achieve when
carrying otit REFERENTE G&J/Q6302

functions in the

workplace, ALIGNED TQICG2004/ NIL

together with

specifications of Order processarAlso known & WhNRSNJ ¢ { SNR 2
the underpinnng Order Processor is among the first set of individuals working ir
knowledge and gemstoneprocessing chain. Order Processor prepares the job she
understandng order form based on customer order.

OCCUPATIORroduction Planning

Brief Job DescriptionThe individual prepares a job sheet based
design parameters of a gemstone order. The details on the job ¢
serve as a blueprint J G KS &dzoaSljdzSyd LINE
GJSCI, Mumbai processing.

Email: ) Personal AttributesThe job requires the individual to have: attention
LA ‘ details and ability tavork on computers for long hours.
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Qualifications Pack Code G&JY Q6302

Job Role Order ProcessofGemstones)

CreditsNSQF) TBD Version number 1.0
Sector Gems & Jewellery Drafted on 14/08/13
Subsector Gemstones Processing WESEGEYEEONI I 13/08/14

JobDetails

Occupation Production Planning N GEVEVAGEICEN 12/08/15

Job Role Order Processor
Also called®rder Take®rder Prepare®

Receiving customer order fgemstonesand recording on the

Role Description job sheet or order form, details such as size, weigiape
type offinish and delivery due date
NSQF level 3

Minimum Educational Qualifications

Maximum Educational Qualifications Preferably 10 Standard Passed

Training Not Applicable
Experience Computer Operations preferable
Compulsory:

1. G&J/N6301Prepare job sheet
2. G&J/N9920Maintain IPRat work
3. G&J/N9921 Coordinate withcolleagues

Applicable NationalOccupational

Standards NOS) .
4, G&J/N924Maintain safay at work
Optional:
Not applicable
Performance Criteria As described in the relevant OS units
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G&J/IN6301 Prepare job sheet

National Occupational
Standard

Overview

This unit is about preparing the order form or job sheet based on customer order received for
processing precious, serpirecious or synthetic gemstones. i$ one of the first steps in the
gemstone processing/ork flow.
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Prepare job sheet

GAJING301

Unit Title ,
(Task) Prepare order form or job sheet

C
]
i)
0p]
'©
-
9
)
®©
o
>
(&}
O
@
'©
c
9
©
Z

Description This OS unit is aboptrocessing customer order in order to prepare a job sheet or
order form for use in subsequent work flow focessing the gemstone(sipd
delivering it

Scope This unit/task covers the following:

wSOSA@PS Odzad2YSNRa 2NRSNJ
Prepare order form or job sheet

Callor contactcustomer to confirm

Interact with other departments

Trackthe order

Report problems in time

= =4 -4 —a -—a -9

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

Element

Performance Criteria

wSOSAGAY 3
order

To be competent, the user/individual on the job must be ablesiceive order
PC1. by email, on telephone, via printed communication, from sales executive, ¢
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.NBO2NR Odzai2YSNRa RSi{FAfa adzOK I a

PC4. record gemstone design type ordered wiktails such as design number or
model number, precious or serprecious or synthetic

PCS5. record detailing of the gemstone ordered such as size, weight, shape, colg
identical or not, inclusions or clarity, cut

PC6. record the type of preshaping, faceting and fishing required

PC7. record delivery due date and number of gemstones to be polished

PC8. make imely delivery ofob sheetto Production department

PC9. accuratdy Y I 1t OK Odza (1 2 YS N davadlabler LS S 6 A G K

PC10accuratdy record detailing requiremendf gemstoneordered

PC11laccuratdy assestime required for delivery

PC12maintain ader trackfor timely delivery of product

PC13rISOSA @S 0Odzai2YSNRA | yR arpisheeNna 02

PC14check with stores department for raw materials available such as gemston
andconsumables

PC15share new order sheet with Production and Quality Control departments
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Prepare job sheet

Tracking ordeiand
interacting with
other departments

To be competent, the user/individual on the job must be able to:

PC160rder as per job sheet prepared

PC17to make changes basetly Odza 12 YSNRa FSSRol O]
PC18to send final job sheet to customer and superior for validation
PC19follow-up with department supervisors on delivery schedule
PC20track the gemstone processing status as per order form details
PC21ensure timely delivery

PC22make timely delivery gbb sheet to Production department

Handling problems

Knowledge and Unde

A. Organizational
Context
(Knowledge of the
company /
organization and
its processes)

To be competent, the user/individual on the job must be able to:
PC23report computer failure in time

PC24identifyRA FFAOdzf G& Ay YIFGOKAYy3 Odzad2YS§

PC25follow order tracking and delivery schedut@smatch
PC26check availability of materials and equipmegfore finalising job sheet

rstanding (K)
The individual on the job needs to know amaderstand:

KAL. 2 YLI yeQa L3Rt AOASa stanglass pelGedhStdrdétype) f S
incentives; delivery standards; safety and hazards; integrity; and personn
management

KA2. w2 NJ Ff 26 Ay Q2detissoRe pfogessitghdviibie r¢gRi@dito
complete each stage

KA3. iYL NI yOS 2F (KS AYRAGARdAZ f Qad NP

KA4. reporting structure

B. Technical
Knowledge

Skills (S)Optional]
A. Core Skills/

The user/individual on the job needs to know and understand:
KB1. the different types ofgemstones processed in teempany
KB2. terminologies used igemstone processingpoth local and global
KB3. gemstone productrends
KB4. different types ofgemstones andheir making technique, e.gcabochon or
faceted; with inclusions or clear; transparent or opaque

KB5. different types ofconsumables used in gemstone processing

Basic reading antlyping skills

Generic Skills

The user/individual on the job needs to know and understaow:
SAl. toread 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 understaow:
SA4. to assess the material requirement farocessing the gemstonerdered

Communication skills

Theuser/individual on the job needs to know and understéaav:
SA5. to communicate effectively with customer, seniors and colleagues
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B. Professional Skill§ Computer skills

The user/individual on the job eels to know and understand how
SB1. to use software fogenerating 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 understaow:
SB4. toinform customer about any mismatch of expectations
SB5. to assess raw materials required fmmocessing the gemstone
SB6. to assess value of ttgemstone and correspondirgjone loss standards
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G&J/IN6301 Prepare job sheet

NOS Version Control

NOSCode G&JN6301

CreditsNSQF)
[OPTIONAL

TBD Version number 1.0

Industry Gems & Jewellery Drafted on 14/08/13
Industry Subsector Gemstone Processing REESREVEWToNe]g 13/08/14

Next review date 12/08/15
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G&J/N9920 Maintain IPR at work

National Occupational
Standard

Overview

CKAA dzy Al A& 0o2dzi NBALISOGAYy A Ay predudisSadi dzi € L
designs.
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G&J/N9920 Maintain IPR at work

Unit Title .
(Task) Maintain IPR at work

| Description ¢ KA& h{ dzyAld A& | o02dzi LINPGSOlGAYy3 02V
Scope This unit/task covers the following:

T tNR2GSOG O2YLI yeQa LyuSttsSOldz t t

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 competitorsrégorting on time
PC2.60S | g NB 2F lye 2F O2YLJI yeQa LINE
PC3. report IPR violations observed in the market, to supervisor or company h
PC4. be aware of patents and IPR
PC5. not be involved in IPR violations

Knowledge and Understanding (K)

A. Organizational The user/individual on the job needs tq knqw and understand: o ]
Context KAL. c2 YLJ yéQa L AIBR &dpedoginel manageBientNA U e

KA2. work flow involved in gemstone processing of company

KA3. iYLI2 NI  yOS 27F (KS okgsghRdtiahA Rdzl £ Q& NP

KA4. reporting structue

National Occupational Standai

B. Technical The user/individual on the job needs to know and understand:
Knowledge KBL1. patents and IPR laws

KB2. how IPR protection is important for competitiveness of a company

KB3. market trends

Skills (S)Optional]

A. Core Skills/ Communication skills
Generic Skills The user/ individual on the job needs to know and understand how to:
SALl. effectively communicate any observed IPR violations or order leaks

B. Professional Skill§ Decision making

The user/individual on thib needs to know and understand:

SB1. when and how to report potential sources of violations
Reflective hinking

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

Criticalthinking
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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G&J/N9920 Maintain IPR at work

NOS Version Control

NOSCode G&J/ND920

CreditsN\NSQF) TBD Version number 1.0
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Next review date 12/08/15
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G&JIN9921 Coordinate with colleagues

National Occupational
Standard

Overview

This unit is about team work and level of communication with colleagues abients. It
determines the ability to work as a team member, share work and mu#sk in order to
achieve the required deliverables on schedule.
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Coordinate with colleagues

Unit Title : .
(Task) Coordinate with colleagues

Description This OS unit is about communicating with colleagues and seniors in order to ach
smooth and hazarfree work flow
Scope This unit/task covers the following:

1 Interact with supervisor
1 Interact with colleagues within and outside the departrmen

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

Element
Interaction with
supervisor

Performance Criteria

To be competent, the user/individual on the job must:

PCL1. receive work instructions and raw materials from reporting supervisor

PC2. communicate to reprting supervisor about procestow improvements,
product defects received from previous process, repairs and maintenance
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 reaso
for delays

Interactions with
colleagues and other
departments

A. Organizational
Context

Knowledge and Understanding (K)

To be competent, the user/individual dhe job must:

PC8. work as a team with colleagues and share work as per their or own work Ig
and skills

PC9. work with colleagues of other departments

PC10communicate an discuss work flow related difficulties in order to find soluti
with mutual agreement

PC11receive €edback from QC and rework in order to complete work on time

PC12put team over individual goals

PC13resolve conflicts and muitask

The user/individual on the job needs to know and understand:

KAL. O2 Y LI pglei€sdn prsonnel management

KA2. work flow involved in gemstone processing of company

KA. iYLI2 NI yOS 2F (GUKS AYRAQGARdZ f Q4 NP
KA4. reporting structure

12
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G&JIN9921 Coordinate with colleagues
B. Technical The user/individual on the job needs to know and understaod to:
Knowledge KB1. communicde effectively

A. Core Skills/

Skills (S)Optional]

KB2. build team coordination

Teamwork and multitasking

Generic Skills

The individual on the job needs to know and understand:

SAl. importance of sharingvork load as required
SAZ2. significance oflelivering product to next work process on time

B. Professional Skillg

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 tieal 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 understaou to:
SB4. spot process disruptions and delays

13
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NOS Version Control

NOSCode G&J/ND921

CreditsN\NSQF) TBD Version number 1.0
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Nextreview date 12/08/15
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G&J/IN9924 Maintain safety at work

National Occupational
Standard

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 maintaing a clean working environment.





















