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Introduction

Qualifications Pack-Production Manager
(Handmade Jewellery)

OS are
performance
standards that
individuals must
achieve when
carrying out
functions in the
workplace,
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Production Manager of the company is responsible for planning and overs
the production of jewellery

ALIGNED TQICG2004/NIL

Brief Job Description:The individual at work needs to understand tl
requirements of customers, plan and monitor the production proc
coordinate with other department of the unit and ensure that quality produc
delivered on time and as per order

Personal Attributes: The job requires the individual to have: attention
details; strategic thinking; ability to manage a process driven team
leadership qualities. The individual must have ability to motivate and ma
team.
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Qualifications Pack Code G&J/QA01

Job Role Production Manager

CreditsNSQF) TBD Version number 1.0
Sector Gems & Jewellery Drafted on 25/08/13

Handmade and Gemset
Jewellery

Subsector IESNEVE N 13/08/14

Job Details

Occupation Managing (company) NEYWEGEVEVAEICEE 12/08/15

Job Role Production Manager
I £ a2 | Headdgbglzal) Wal yI I3SNR

Understanding the demand requiremeot customers;
planningand monitoring production process; coordinating
with other departmerts; ensuringquality check bthe finished
productanddelivery of jewellery on time as per order.
NSQHevel 7

Minimum Educational Qualifications | Minimum: Graduate

Maximum Educational Qualifications | Preferable: DiplomaBusiness Management

Role Description

Training Not Applicable
Experience Minimum 3 years in ProductidRlanning
Compulsory:

1. G&J/NA01 Planand manageproduction process
2. G&J/N910Maintain IPRand respect copyright

Applicable National Occupational 3. G&J/N913Interact with olleagues and team
Standards (NOS) 4. G&J/NB914Maintain safework environment
Optional:

Not applicable

Performance Criteria As described in the relevant OS units
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G&J/N 0101 Plan and manage production process

National Occupational
Standard

Overview

This unit isabout assessinghe O dza { 2 rédbiiNdnedts, plan andmonitor the production process for
delivery of finished jewellery on time. This also includes coordinating with the heads of different
departmentsin the unit, organisingtraining and equipment for team ensuring quality @ the products
manufactured and taking measures to avoid accideatsd appraising the team performance
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Plan and manage production process

G&INL0L

Unit Title . :
(Task) Plan andmonitor production process

Description This OS unit is aboptanning andnanaging theproduction processrad enable timely
shipments to clients by recruiting the team and managing it along with the producd
process and planning.

Scope This unit/task covers the following:

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

Element

process and monitor

Understand the productioschedule and dza (i 2 r¥oBinddeats
Plan the production process

Ensure smooth production process

Monitor and execute the production process

Record the production data

Maintain the locker in the unit

Maintain predelivery standards

Control precious metal loss

Managethe human resourcand assess their performance
Rectifyproblems

= A& -8 -8 & 8 98 _a -2 -9

Planning production

Performance Criteria 7 o

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

PC1. understandO dza 12 YS N A NBIj dZANBYSyld Fa L
team

PC2. design of the jewellery to decide onouse manufacturing.versus outsourci

PC3. ‘ensurequality, time of delivery, payment terms

PC4. ensure availability ofaw materials and teams reidyed

PC5. planthe time required for executing the work by calculating man hours
required to finish the work

PC6. interact with different department heads to firm up the plan

PC7. calculate the time required and finalise the production plan

PC8. allocate work anghrocurement schedule

PC9. critical products or requirements

PC10gold quality procured i.e., karatage of gold is as per requirement

PC11larrange forall supplies, tools and consumables

PC12assessiuman resources and skills

PC13take corrective action required for anticipated or actual problems and delay

PC1l14undertakemachine maintenance, hazards and accidents

PC15achievetarget movement from one department to another as planned

PC1l6arrange forassaying of gold and jewellery as per customer neguoent in
approved testing centre

PC17allocate work requirement to each department heads / supervisor

PC18ensure that right tools and equipment are used for the purpose
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Plan and manage production process

PC19ensure adherence to job sheet schedule and requirements
PC20motivate workers to achieve the plandgroduction output
PC21conduct random quality checks at different stages
PC22assist on production when there is a technical issue
PC23ensure daily production target is met

Maintain inventory
and production
records

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

PC24record the daily and production activities of the unit

PC25keep track of gold and consumables given to each department and receive
PC26record the delivery date from each department

PC27monitor locker movements and interact with locker manager
PC28check ecords of finished jewellery placed in safe locker

PC29check records ahventory of all raw material and components stored
PC30Sy adz2NB G(GKS 2SgStfSNE A& LI O1SR |
PC31ensure jewellery hallmarking

PC32S y a-dzNB.. O2 Y LI .y & Qamadutattvedd 2y 2SSt €S

QX

Achieving
productivity

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

PC33understand theD dza U 2 r¥gRifedaens of jewelleryin terms of design,
quality, time of delivery, etc.

PC34decide on accepting the work-ordes

PC35plan the production processnd move
department to another

PC36deliverthe jewellery goods to customer with.expected-quality

PC37avoid delay in delivery of goods to customer

PC38ensure all terms and conditions of the agreement with tustomer is
followed during production

PC39limit gold loss during production of jewellery

PC40ensure that precious metal dust or fragments dispersed during the day is
collected by the workers properly

PC4ltally-account as per allowed standards of gold loss

PC42conductregular cleaning for collection of gold as per company policy

PC43train the workers on working effectively with control on gold loss

PC44ensure that production all jewellery order results in profit for the company

PC45complete work with nmimum hazards and accidents

pm customer
e production smoothly from one

Handling problems

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

PC46avoid process disruptions / delays and deliver goods on time

PC47handle technical issues during production and provide solution

PC48take corrective actions during human resoustertage, problem in machines
etc.

PC49addressnachine failureeported

PC50arrange for fulfillingools shortage and their maintenance related issues

PC51avoidreasons for anticipated delays that may adversely affect delivery

PC52return and replacepoor quality of goldeceived
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Managing human
resources

A. Organizational
Context

(Knowledge of the
company /
organization and
its processes)

Knowledge and Understanding (K)

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

PC53train human resources on processes

PC54allocated work to human resources and detail on work expected out of the
PC55maintain record of their production in terms gtiantity and quality
PC56assess the skill and achievement of worker as per their output
PC57recommend for recognition or training as per their performance
PC58undersiand and resolve human resource conflictdhe unit

PC59assess the performance of department supendsiorthe unit

The individual on the job needs to know and understand:

KAL. O2 YLl yéQa LRftAOASAa 2yY | OOSLIilot S
type, deliventimelines, safety and hazards, integrity and IPR, and personng
management

KA2. work flow involved in jewellery manufacturing process of the company

KA3. management of workemjuality and productivity

KA4. conflict resolution and problem solving

KAbL. performance appraisal

KAG. reporting structure

KA7. 02 YLI yéQa o0dzRIASGAYIST FAYIYOALET Ly

B. Technical
Knowledge

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

KB1. jewellery making process amifferent types of jewellery

KB2. machine and tools requirement for jewellery making

KB3. skilled worker from different region in the country to work on specialised
jewellery making

KB4. different methods and techniques involvedrimakingthe jewellery

KB5. making components and frames for jewellery

KB6. soldering techniques in jewellery making

KB7. different cleaning and polishing methods and their purpose

KB8. consumables used in different process of jewellery making and their usag
purpose

KB9. different type ofgemstones and setting techniques

KB10. potential work hazards while using high speed rotating machines and
chemicals

KB11. assaying methods to determine purity of gold

KB12. accounting of jewellery and documentation

KB13. human resource management

KB14. team management

KB15. potential workhazards, particularly, when using hand and machine tools

KB16. operate computer system argbftwarepackages to document production
data andanalyse
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G&J/N0101 Plan and manage production process
Skills (S) [Optional]
A. Core Skills/ Basic reading and writing skills
Generic Skills Theuser/individual on the job needs to know and understand how:

SAl. to read documents, agreement and design of jewellery
SA2. to record and document production of jewellery in the unit
Calculation skills

The user/individual on the job needs to know amtlerstand how:
SA3. to plan for periodic production
SA4. to assess the number of human resource required for design
SAbB. to assess the gold loss in each process
SAG6. to calculate the productivity and do analysis on production data
Team management

The user/individual othe job needs to know and understand how:
SA7. to distribute work equitably and according to seniority and experience of
worker
SA8." to encourage workers to share workload and deliveron time
SA9: to assess worker-requirements in terms of training, tools, machinery,
workspace and other facilities
SA10.G 2 F LIINEFAAES 6l aSR 2y O02YLIl yeQa al
SA11.to encourage workers to multitask-ard work on different types of jewellery
per their requirement
B. Professional Skill§ Communication skills

The individuabn the job needs to know and understand-how:to:

SB1. give appropriate instructions'and feedback to different levels of workers un
his supervision

SB2. educate about safety and work hazards

SB3. train on gold loss, productivity and correct steps to follow on the job

SB4. inform about IPR issues pertaining to the company and detecting violations

SB5. resolve interpersonal conflicts between workers andraorkers

Using tools and machines

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

SB6. to use different typesf tools and machines are used for jewellery making a
different stages and what precautions are required in operating them in te
of desired outcome and safety

SB7. to work in a safe environment, i.e., without injuries

Reflective thinking

Theuser/individual on the job needs to know and understand how to:
SB8. improve work processes for greater productivity

SB9. reduce gold loss

SB10improve quality of output

SB11llincrease profitability of the company




W

G]SCl

Gem & Jewellery Skill Council of India

G&J/N 0101

NOS b ae
= onal
Skill Developmem
Natlonal Occupational Standards Corporation
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Critical thinking

The user/individual on the job neetisknow and understand how:

SB12to decide on the work can be executed with the available resources
SB13to spot process disruptions and delays

SB14to take corrective actions during issues in production
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Last reviewed on
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Gem & Jewellery Skill Council of India

G&J/N9910 Maintain IPR and respect copyright

National Occupational
Standard

Overview

Thisdzy AG A& | o02dzi FyR NBAaLSOIGAY3I AyidaSttSOGda ¢
and designs and avoiding infringement on copyrights of others.

L\
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Maintain IPR and respect copyright
G&J/IN9910

Unit Title :
(Task) Respect IPRf company as well as competitors

Description

¢KAa h{ dzyAd Aa I o2 dzndavdidhyidfrindeyienyod O 2
copyright of others

Scope

Performance Criteria(

Element
Respecting IPR

Knowledge and Unde
A. Organizational

This unit/task covers the following:

T tNRGSOG O2YLIl yeQa LyuaStfsSOidzZ f t NE
1 Avoid infringement to copyright of other companies

PC) w.r.t. the Scope

Performance Criteria

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

PCL1. prevent leak of new designs to competitors by reporting on time

PC2. & td2lye -AYFNAYISYSyld 2F O2YLIyeQ

PC3: report IPR violations 0bserved in the market, to'supervisor or company heg

PC4, read copyright clause of the material published tbe internet and any other
printed material

PC5. consult supervisor.or senior management when. in'doubt about using publi
available information

PCB6:-report any infringement observed i¢file company

PEC7. spot plagiarism and report

PC8. understand rational®f patents and IPR

PC9. avoid beingnvolved in IPR violations

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

Skills (S) [Optional]
A. Core Skills/

Context KAL. O2YLJl yeQa LRtAOASAE 2y Ltwx LI 3IAL
KA2. O2YLJ ye&Qa L usyué LINE RdzO (i &
KA3. YIF N] SO GNBYyRa [yR O2YLIl yeQa dzyild
KA4. reporting structure
B. Technical The individual on the job needs to know and understand:
Knowledge KB1. basics of patents and IPR laws

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

Communicationskills

Generic Skills

The user/individual on the job needs to know and understaow:
SAl. to effectively communicate any observed IPR violations or design leaks

B. Professional Skills

Decision making

The user/individual on the job needs to know and understahén and how
SB1. to report sources ofPRviolations
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The user/individual on the job needs to know and understaow:

SB2. to learn from past mistakes and report IPR violations on time
Critical thinking

G&J/N9910 Maintain IPR and respect copyright
Reflective thinking

The user/individual on the job needs to know and understaow:
SB3. to spot signs of violations and alert authorities in time

12
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NOS Version Control

NOS Code G&JIN9910
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Industry Gems & Jewellery Drafted on 25/08/13

Handmade Gold and
Gemsset Jewellery

TBD Version number 1.0

Last reviewed on 13/08/14

Industry Subsector

Next review date 12/08/15

13



& e o V¥
{ y — P
9. NAaS o/, N'5-D-C
@ NNES | N
G S( I AN ) 2~ National
! Skill Development
Corporation

National Occupational Standards

Gem & Jewellery Skill Council of India

G&J/N9913 Interact with customers and colleagues

National Occupational
Standard

Overview

This unit is about level of communication with colleagues or clients. It determines the
{ dzZLISNIDA &2NJ 2NJ al yI ISNDa loaer ftoh aclieve (itte regquredd]
deliverables on schedule.
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Interact with customers and colleagues
G&J/IN9913

Unit Title Interact with colleagues and team members
(Task)

Description This OS unit is about communicating with colleagues and seniordento maintain
smooth and hazarfree work flow
Scope This unit/task covers the following:

T Interact with Seniors,®duction Manager and others
1 Interact with colleagues

Performance Criteria(

Element
Interaction with
seniors

PC) w.r.t. the Scope

Performance Criteria

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

PCL1. receive or give worllow instructions and quality standards

PC2. communicate about process flow improvements

PC3. communicate any potential hazards or expected disruptions

PC4. understand the work output requirements

PC5. comply with company policy and rule

PC6. deliver quality work on time as required by reporting any anticipated reaso
for delays

Interactions with
colleagues and other
departments

Knowledge and Unde

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

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

PC7. work as a team with colleagues and seniors

PC8. share skills and train

PC9. communicate and discuss work flow related difficulties in order to find
solutions with mutual agreement

PC10receive feedback and address concerns in order to complet& oo time

PC11put team over individual goals

PC12resolveconflicts and multtask

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

KAL O2 YL} yeQa LRtAOASE 2y LISNB2YyYySt
KA2. 62NJ Ft 26 Ay@2t @SR Ay O02YL}kyeQa i
KA3. AYLR2 NI I yOS 2F (GKS AYyRAGARIZ f Q& NI

KA4. reporting structure

B. Technical
Knowledge

Skills (S) [Optional]
A. Core Skills/

The individual on the job needs to know amaderstand:
KB1. how to communicate effectively
KB2. how to build team coordination

Teamwork and some multitasking

The individual on the job needs to know and understand how:

15



GJS5Ci

Gem & Jewellery Skill Council of India

G&J/N9913

Interact with customers and colleagues

Generic Skills

VA N-S-D-C
National
Skill Development
Corporation
SALl. to motivate team to work

SA2. to convince seniors about significant process changes
SA3. to share work load as required
SA4. to deliver product to next work process on time

B. Professional Skillg

Decision making

The individual on the job needs to know and understand:
SB1. how to report potentialreas of disruptions to work process
SB2. when to report to senior and when to deal with a colleague depending on
type of concern

Reflective thinking

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

Criticalthinking

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

16
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