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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- Store Manager 
 

SECTOR: INFORMATION TECHNOLOGY- INFORMATION TECHNOLOGY ENABLED 

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

SUB-SECTOR: Jewellery Retailing 

OCCUPATION: Managing 

REFERENCE ID: G&J/Q8202 

ALIGNED TO:  NCO-2004/1224.20 

Store manager is the person in-charge of the sales and operation of a 

jewellery retail store.  

 

Brief Job Description: The individual at work in the jewellery retail store 

manages the sales and operations of the jewellery retail store.  The individual 

is responsible for the performance of human resource and decides on 

product management, sales and promotion strategy to be followed at a store 

level.  

 

Personal Attributes: The job requires the person to be customer-centric 

approach, have flair for communicating with different types of customers 

and managing people. The individual should also be presentable and target 

oriented with integrity in dealing with precious metal jewellery. 
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Qualifications Pack Code G&J/Q8202 

Job Role Store Manager 

Credits(NVEQF/NVQF/NSQF) 
[OPTIONAL] 

TBD Version number 1.0 

Sector Gems and Jewellery Drafted on  24/ 07/ 13 

Sub-sector Jewellery Retailing Last reviewed on 30/07/13 

Occupation Managing the retail store Next review date 15/08/ 15 

Job Role Store Manager 

Role Description 

Managing the sales and operations of the jewellery retail store, 
being responsible for the performance of human resource in 
the store, and deciding on product management, sales and 
promotion strategy to be followed for the store 

NVEQF/NVQF level 

Minimum Educational Qualifications 

Maximum Educational Qualifications 

6 

Graduate 

Training Not applicable 

Experience 7 to 8 years in jewellery sales 

Applicable National Occupational 

Standards ()   

Compulsory: 

1. G&J/N8201 Manage store operations 

2. G&J/N8202 Manage sales and human resource of the 
store 

3. G&J/N9940 Respect and maintain ŎƻƳǇŀƴȅΩǎ Ltw 

4. G&J/N9942 Interact with colleagues, customers and 
others 

5. G&J/N9943 Maintain safe and clean environment 
 

Optional: 
Not Applicable 

Performance Criteria As described in the relevant OS units 
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Overview  
 

This unit is about managing the retail store, shop-in-shop, or mall while being responsible for: 

sales, visual merchandising, store up-keep, managing store-level products, driving promotion 

schemes, and organising carnivals at the store.   
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Unit Code G&J/N8201 

Unit Title 
(Task) 

Manage the store operations 

Description This OS unit is about managing the store including activities such as store upkeep, 
visual merchandising, promotions, maintaining compliance 

Scope This unit/task covers the following: 
 
Manage different operations in the store to ensure: 

¶ adequate resources are available in various section such as sales, housekeeping, 
security and billing 

¶ quality and standard is followed by all human resource in their respective work  

¶ that the cost of operation of the store is within the working capital limits  
 
Visual merchandising of the store to decide on: 

¶ the display style of different types of jewellery in the store 

¶ ǘƘŜ ǘƘŜƳŜ ƻŦ ǇǊƻŘǳŎǘΩǎ ŘƛǎǇƭŀȅ ŀǎ ǇŜǊ ǘƘŜ ǎŜŀǎƻƴ or  festival or carnival  

¶ the store-level visual merchandising aspects such as window display, signage, 
posters and lighting to be used in different section 

¶ and ensure the standard theme to be maintained during promotional sales, 
carnivals, etc. 

¶ and ensure consistency in the display of products and in line with organisational 
standards 

 
Store level product management: 

¶ to analyse the sales data of the store 

¶ to analyse contribution of sales by: counters, floors or section, type of product, 
etc. 

¶ to decide on store-level product management including what kind of jewellery to 
stock, for example, Gold or Diamond, bangle or necklace 

¶ to decide on any new saving schemes to be opened or product promotion needs 
to be conducted 

 
Store upkeep to ensure: 

¶ appropriate display and safety of jewellery in the counters and sections 

¶ that the floor or section or store is clean and is well maintained 

¶ that there are no hazardous or other ƳŀǘŜǊƛŀƭǎ ǘƘŀǘ ǿƻǳƭŘ ŘƛǎǘǳǊō ŎǳǎǘƻƳŜǊΩǎ 
shopping experience  

¶ that the floor area is cleaned periodically 

¶ housekeeping team for maintains the floor or store 
 
Execute the promotions or carnivals conducted during a season or festival: 

¶ coordinate with sales executives and floor managers in organising the ŎƻƳǇŀƴȅΩǎ 
seasonal or festival sales such as Diwali or Akshaya Tritiya 

¶ ensure the sales executives and floor managers ŀǊŜ ŀǿŀǊŜ ƻŦ ǘƘŜ ǊŜǘŀƛƭ ǎǘƻǊŜΩǎ 
policy with reference to product, discount, offers, etc., during the carnival sales 
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season 

¶ ensure that customers are made aware about the products, offers, etc., available 
as a part of the carnival 

¶ plan for additional human resource and facilities required during the season sale 
and make arrangement for the same 

 
Ensure compliance in the store  

¶ organisational compliance is maintained by all such as wearing uniforms  

¶ all relevant documents of the store such as tax papers, invoice, agreements, 
contracts, etc., are updated and maintained for ready reference 

¶ regulatory and statutory requirements such safety equipments installation, etc., 
are maintained and followed 

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

Element Performance Criteria 
Visual merchandising To be competent, the user/individual on the job must be able to: 

PC1. avoid deviation in the visual merchandising ŦǊƻƳ ŎƻƳǇŀƴȅΩǎ standards 
PC2. receive good customer review on display of products 

Store level product 
management 

To be competent, the user/individual on the job must be able to: 
PC3. maintain adequate stock of jewellery at any point of time 
PC4. avoid stock shortage when a customer asks for a jewellery 

Store upkeep To be competent, the user/individual on the job must be able to: 
PC5. have a well-maintained and clean retail area 
PC6. address customer complaints and negative feedback on retail environment 

Organising carnivals 
for promotional sales 

To be competent, the user/individual on the job must be able to: 
PC7. achieve the sales value of the store during the carnival or offer season 
PC8. address customer complaints and negative feedback during carnival sales 
PC9. maintain the standards decided for the particular season sale 

Ensure compliance To be competent, the user/individual on the job must be able to: 
PC10. comply with regulatory and organisation rules 
PC11. avoid any deviation from general standards and requirements 

Knowledge and Understanding (K) 

A. Organizational  
Context 

(Knowledge of the 

company /  

organization and  

its processes) 

 

The user/individual on the job needs to know and understand: 
KA1. cƻƳǇŀƴȅΩǎ Ǉƻƭicies on: Personnel management, relevant legislation, 

standards, policies, and procedures followed in the company  
KA2. ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ƘƛǎǘƻǊȅ ŀƴŘ ŎǳƭǘǳǊŜ 
KA3. organisation structure 
KA4. ŎƻƳǇŀƴȅΩǎ ǾŀǊƛƻǳǎ ǎŀǾƛƴƎ ǎŎƘŜƳŜ ƻŦŦŜǊƛƴƎǎ 
KA5. ŎƻƳǇŀƴȅΩǎ ǇƻƭƛŎƛŜǎ ǊŜƭŀǘŜŘ ǘƻ ŘǊŜǎǎ ŎƻŘŜ ŀƴŘ ŜǘƛǉǳŜǘǘŜ 
KA6. documentation and reporting practices followed in the organization 
KA7. return and exchange policies followed by the company 
KA8. ŎƻƳǇŀƴȅΩǎ ǎǘƻŎƪ ƳŀƴŀƎŜƳŜƴǘ ǇƻƭƛŎƛŜǎ 
KA9. ŎƻƳǇŀƴȅΩǎ ƻǊŘŜǊ ǇǊƻŎǳǊŜƳŜƴǘ ǇǊƻŎŜǎǎ 
KA10. company policy on visual merchandising and the signage to be used 
KA11. ŎƻƳǇŀƴȅΩǎ carnival sales policy on price, discounts, offers, product category 

wise offers, etc.  
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B. Technical 

Knowledge 
 

The user/individual on the job needs to have knowledge of: 
KB1. jewellery retailing and major difference from other forms of retailing  
KB2. visual merchandising: type and style of display to be adopted, display 

equipments which would not affect the product, etc. 
KB3. retail store management which includes human resource management, 

coordinating with external agencies, admin activities, etc.  
KB4. security procedures, material movement, etc., to be followed  
KB5. regulatory and government requirements on jewellery retailing 
KB6. ŎƻƳǇŀƴȅΩǎ compliance requirements applicable to retailing 
KB7. industry trends and deciding on jewellery to be stocked accordingly 
KB8. general industry trends such as seasonality effects, Gold price and festivals to 

estimate demand 
KB9. forecasting and estimation of product requirement considering various 

parameters for jewellery product sales 
KB10. basic finance, budgeting and accounting 

Skills (S) [Optional] 

A. Core Skills/ 

Generic Skills  

Reading and Writing Skills 

The user/ individual on the job  needs to: 
SA1. read the sales data and do analysis 
SA2. maintain and record the sales data for store or section or counter 
SA3. prepare consolidated report on stocks in the store periodically  

Communication Skills 

The user/individual on the job  needs to know and understand how to: 
SA4. coordinate with sales executive, floor managers and other departments in the 

retail store for various purposes 
SA5. inform sales executives and floor managers about the promotion, offers and 

pricing policy to be followed during seasonal sales 

C. Professional skills Computer Skills 

The user/individual on the job  needs to know and understand how to: 
SB1. operate the computer 
SB2. use computer system and software for recording sales , account of stock and 

for various purposes 

Analytical Skills 

The user/individual on the job  needs to know and understand how to analyse the: 
SB3. data available and take decision such as demand estimation 
SB4. sales pattern and take measures to increase the contribution of floor sales  

Leadership Skills 

The user/individual on the job needs to know and understand how to: 
SB5. ƳƻǘƛǾŀǘŜ ƘǳƳŀƴ ǊŜǎƻǳǊŎŜǎ ǘƻ ŎƻƳǇƭȅ ǿƛǘƘ ŎƻƳǇŀƴȅΩǎ ǊǳƭŜǎ ŀƴŘ ǎǘŀƴŘŀǊŘǎ 
SB6. help human resources achieve sales targets 
SB7. communicate different processes, procedures, standards, targets, etc. to be 

followed 
SB8. teach by examples 
SB9. give feedback in order to increase performance of human resources 
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SB10. provide a work environment conducive to achieving excellence 
SB11. provide a pleasant shopping experience to customer 

Decision making 

The user/individual on the job needs to: 
SB12. decide on what type of product to be stocked or displayed considering 

seasonality and other parameters 
SB13. decide on what type of display, style to be chosen for visual merchandising 

Problem Solving 

The user/individual on the job  needs to: 
SB14. resolve any human resource related disputes or conflicts 
SB15. resolve amicably, disputes with dissatisfied customers 
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NOS Code G&J/N8201 

Credits(NVEQF/NVQF/NSQF) 
[OPTIONAL] 

TBD Version number 1.0 

Industry Gems and Jewellery Drafted on  24/07/13 

Industry Sub-sector Jewellery Retailing Last reviewed on 30/07/13 

  Next review date 15/08/15 
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Overview  
 

This unit is about being responsible for managing sales, human resources and jewellery stock 

at the jewellery retail store, shop-in-shop or mall. 
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Unit Code G&J/N8202 

Unit Title 
(Task) 

Manage sales and human resources 

Description This OS unit is about dealing with managing sales, the stock and human resource in 
the store and is responsible for its performance 

Scope This unit/task covers the following: 
 
Manage sales 

¶ assist sales process in the floor whenever required 

¶ conduct camps for opening saving scheme account 

¶ assess the sales data everyday 

¶ analyse and take corrective action whenever there is a fluctuation in the sales 
pattern 
 

Plan strategy for increase in sales 

¶ decide on the strategy to increase the sales volume in the store 

¶ decide on the strategy to increase the footfalls in the store 

¶ decide on the strategy to widen the catchment area of the store 

¶ decide on the promotional  strategy to be adopted for the store 
 
Manage the human resource in the store 

¶ recruit appropriate human resource for the job  

¶ ǘǊŀƛƴ ƘǳƳŀƴ ǊŜǎƻǳǊŎŜ Ψƻƴ ǘƘŜ ƧƻōΩ ƻƴ ƴŜŜŘ ōŀǎƛǎ 

¶ set sales target for floor managers, taking into consideration their competency 
and seasonality of business 

¶ review the sales target set for sales executives by the floor manager 

¶ review the performance of sales force periodically 

¶ recommend for recognition or training of personnel based on performance 

¶ decide on the sales force to be deployed for conducting camps for saving scheme  

¶ solve human resource issues such as absenteeism 

¶ decide on weekly off for individual customer service executive and floor manager 
 
Manage the stock in the store 

¶ ensure proper stock maintenance in all the retail counters and sections 

¶ review the stock management record 

¶ maintain adequate stock of various product categories at the section or counter 
 

Review the sales performance to analyse: 

¶ sales data generated every day 

¶ ŜȄŜŎǳǘƛǾŜǎΩ ŀƴŘ ŦƭƻƻǊ ƳŀƴŀƎŜǊΩǎ performance based on sales 

¶ section or floor wise sales value (example: gold, diamond, etc)  

¶ product category wise sales value  
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Performance Criteria(PC) w.r.t. the Scope  

Element Performance Criteria 
Manage sales To be competent, the user/individual on the must be able to: 

PC1. achieve sales versus the target set for the store 
PC2. ensure that sales target is met for each product category in the store 
PC3. open or sell targeted number of saving schemes account  
PC4. achieve the average ticket size (sales value per customer) for the store 
PC5. achieve high sales conversion rate in the store 

Plan strategy To be competent, the user/individual on the must be able to: 
PC6. achieve increase in sales value by the sales strategy adopted 
PC7. achieve increase in footfall of customers in the store 

Manage the human 
resource 

To be competent, the user/individual on the must be able to: 
PC8. motivate sales force to achieve the sales target 
PC9. restrict the number of human resource issues raised in the store or avoid 

them 
PC10. address customer feedback on sales executives and floor managers 

Manage the stock To be competent, the user/individual on the must be able to: 
PC11. maintain record of daily account of stock as per store rules 
PC12. avoid over stocking or stock shortage of any product category in the counters 

Review sales 
performance 

To be competent, the user/individual on the must be able to: 
PC13. interpret sales data and understand the sales pattern and performance of the 

store 
PC14. decide on actions to be taken based on analysis of sales and other relevant 

data  
PC15. plan and strategise for short term and long term based on available 

information  

Knowledge and Understanding (K) 

A. Organizational  
Context 

(Knowledge of the 

company /  

organization and  

its processes) 

 

The user/individual on the job needs to know and understand: 
KA1. cƻƳǇŀƴȅΩǎ ǇƻƭƛŎƛŜǎ ƻƴΥ tŜǊǎƻƴƴŜƭ ƳŀƴŀƎŜƳŜƴǘΣ ǊŜƭŜǾŀƴǘ ƭŜƎƛǎƭŀǘƛƻƴΣ 

standards, policies, and procedures followed in the company  
KA2. cƻƳǇŀƴȅΩǎ ǎŀƭŜǎ ǇƻƭƛŎȅ 
KA3. cƻƳǇŀƴȅΩǎ ǾŀǊƛƻǳǎ ǎŀǾƛƴƎ ǎŎƘŜƳŜ ƻŦŦŜǊƛƴƎǎ 
KA4. cƻƳǇŀƴȅΩǎ ƘǳƳŀƴ ǊŜǎƻǳǊŎŜ ǇƻƭƛŎȅ 
KA5. cƻƳǇŀƴȅΩǎ ǇƻƭƛŎƛŜǎ related to dress code and etiquette 
KA6. cƻƳǇŀƴȅΩǎ ǎǘƻŎƪ ƳŀƴŀƎŜƳŜƴǘ ǇƻƭƛŎȅ 
KA7. ŎƻƳǇŀƴȅΩǎ ǇŜǊǎƻƴƴŜƭ ǇƻƭƛŎȅ 
KA8. cƻƳǇŀƴȅΩǎ ǇŜǊŦƻǊƳŀƴŎŜ ŀǇǇǊŀƛǎŀƭ ǇƻƭƛŎȅ 
KA9. ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ƘƛǎǘƻǊȅ ŀƴŘ ŎǳƭǘǳǊŜ 
KA10. documentation and reporting practices followed in the organization 
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B. Technical 

Knowledge 
 

The user/individual on the job needs to know and understand: 
KB1. jewellery value chain  
KB2. precious metals their characteristics and differences 
KB3. different types of diamonds, precious stones, semi precious gemstones and 

their characteristics 
KB4. Jewellery characteristics such as karatage, colour, fineness, hallmarking,  

gemstone-cut, clarity, carat and colour and grading process 
KB5. different types of jewellery styles, origin, making technique and value of 

components 
KB6. jewellery making process such as handmade, casting, machine made, 

electroforming 
KB7. jewellery preferences of customers from different geographies  or a 

community or occasions 
KB8. jewellery industry trends and fashion 
KB9. seasonality of jewellery sales 
KB10. competition, their products, practices and pricing 
KB11. demographics of the location 
KB12. marketing and various promotional methods  
KB13. regulations and standards of jewellery industry 
KB14. regulatory requirements of retailing 
KB15. human resource management 
KB16. marketing and promotions management 

Skills (S) [Optional] 

A. Core Skills/ 

Generic Skills  

Reading and Writing Skills 

The user/ individual on the job  needs to know and understand how to: 
SA1. record the sales data on a periodical basis 
SA2. read the sales data of sales executives and floor managers to take appropriate 

decision for their career progression 

Communication Skills  

The user/individual on the job  needs to know and understand how to: 
SA3. interact and resolve customer concerns 
SA4. interact with sales executives and floor managers to improve sales 
SA5. Interact with corporate office as per requirement 

A. Professional skills Managerial skills 

The user/individual on the job  needs to know and understand how to: 
SB1. manage the human resource in the store which includes setting sales target, 

review of performance, scheduling of work 
SB2. address the grievance of human resource employed at the store 
SB3. monitor the sales of the counters on the floor or section and respond to any 

concerns 
SB4. motivate human resource in the work 

Analytical Skills 

The user/individual on the job  needs to know and understand how to: 
SB5. analyse the sales data and appropriate information to decide on stock and 

sales management 
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SB6. analyse sales data of sales executive and floor manager to review their 
performance 

SB7. analyse demography of the location to decide on type of jewellery to stock, 
marketing activity to undertake, etc. 

SB8. ŀƴŀƭȅǎŜ ŎƻƳǇŜǘƛǘƛƻƴ ǇŜǊŦƻǊƳŀƴŎŜ ŀƴŘ ǎǘǊŀǘŜƎƛǎŜ ƻƴ ƛƳǇǊƻǾƛƴƎ ǘƘŜ ǎǘƻǊŜΩǎ 
performance 

Using Computer System  

The user/individual on the job  needs to know and understand how to: 
SB9. use computer and internal software to understand the stock availability, 

pricing, counter and section wise sales data and other relevant details 
SB10. use internet for online catalogue display, seeking industry information and e 

mailing 

Problem Solving  

The user/individual on the job  needs to know and understand how to: 
SB11. resolve human resource issues arising in the work 
SB12. resolve any issues or problems faced by the customer  
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Overview  

 
¢Ƙƛǎ ǳƴƛǘ ƛǎ ŀōƻǳǘ ǊŜǎǇŜŎǘƛƴƎ ƛƴǘŜƭƭŜŎǘǳŀƭ ǇǊƻǇŜǊǘȅ ǊƛƎƘǘǎ ƻŦ ǘƘŜ ŎƻƳǇŀƴȅΩǎ ǇǊƻŘǳŎǘǎ ŀƴŘ 

designs. Intellectual property and Unique Selling Proposition is what makes a particular 

product or brand or company attract the customers to its products. This is an important 

άǎŜŎǊŜǘέ ƻŦ ŀƴȅ ƻǊƎŀƴƛȊŀǘƛƻƴ ŀƴŘ ƘŜƴŎŜ ƛǎ ŀ ŎƭƻǎŜƭȅ ƎǳŀǊŘŜŘΦ  
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Unit Code G&J/N9940 

Unit Title 
(Task) 

Respect and maintain IPR of the company 

Description ¢Ƙƛǎ h{ ǳƴƛǘ ƛǎ ŀōƻǳǘ ǇǊƻǘŜŎǘƛƴƎ ŎƻƳǇŀƴȅΩǎ Ltw ŀƴŘ ǳƴƛǉǳŜ ǎŜƭƭƛƴƎ ǇǊƻǇƻǎƛǘƛƻƴ ŦǊƻƳ 
being disclosed to competitors 

Scope This unit/task covers the following: 
 
tǊƻǘŜŎǘ ŎƻƳǇŀƴȅΩǎ LƴǘŜƭƭŜŎǘǳŀƭ tǊƻǇŜǊǘȅ wƛƎƘǘǎ όLtwύ  

¶ to prevent leak of new designs/ plans to competitors by reporting on time 

¶ ǘƻ ōŜ ŀǿŀǊŜ ƻŦ ŀƴȅ ƻŦ ŎƻƳǇŀƴȅΩǎ ǇǊƻŘǳŎǘΣ ǇǊƻŎŜǎǎ ŀƴŘ ŘŜǎƛƎƴ ǇŀǘŜƴǘǎ  

¶ ǘƻ ǇǊŜǾŜƴǘ ƭŜŀƪ ƻŦ ŎƻƳǇŀƴȅΩǎ ǇǊƛŎƛƴƎ ǇƻƭƛŎȅ ŀƴŘ promotional strategies 

¶ to report IPR violations observed in the market, to manager or company head 

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

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

PC1. ōŜ ŀǿŀǊŜ ƻŦ ŎƻƳǇŀƴȅΩǎ ŎƻŘŜ ƻŦ ŎƻƴŘǳŎǘΣ ǇŀǘŜƴǘǎ ŀƴŘ Ltw 
PC2. not involve in IPR violations 

Knowledge and Understanding (K) 

A. Organizational  
Context  

The user/individual on the job  needs to know and understand: 
KA1. ŎƻƳǇŀƴȅΩǎ ǇƻƭƛŎƛŜǎ ƻƴΥ ƛƴŎŜƴǘƛǾŜǎΣ ŘŜƭƛǾŜǊȅ standards, safety and hazards, 

code of conduct,  integrity and IPR, and personnel management 
KA2. work flow involved in entire sales process followed in the company 
KA3. ƛƳǇƻǊǘŀƴŎŜ ƻŦ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ǊƻƭŜ ƛƴ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴ 
KA4. reporting structure 
KA5. market trends 

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  

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 how to: 
SB1. 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 
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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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Overview  
 

This unit is about interacting and coordinating with the personnel of the other departments 

in the retail store, clients, and seniors.
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Unit Code G&J/N9942 

Unit Title 
(Task) 

Interact with colleagues, customers and others 

Description This OS unit is about interacting and coordinating with the personnel of the other 
departments in the retail organisation 

Scope This unit/task covers the following: 
 
Coordinate with sales executives 

¶ to train them on product and retail knowledge 

¶ to understand the sales information periodically 

¶ for any issues faced by the human resource 
 
Interact with customers 

¶ to understand their requirements 

¶ to address any issues 
 
Coordinate with corporate headquarters 

¶ to understand the sales target for the store periodically including long term 
vision for the store 

¶ to understand promotion seasonal sales period and details of the sale 

¶ to know about organisational pricing and product management policy for the 
period 

¶ to understand the budget for working capital of the store 
 
Coordinate with inventory controller to 

¶ replenish stock  

¶ value old-gold jewellery for exchange as received from customers 

¶ inform about any loss of goods 
 
Coordinate with factory 

¶ to track the status of the customized jewellery order 

¶ to track the status of replenishment or new jewellery arrival 
 
Coordinate with cashier 

¶ to understand the sales value, ticket size, etc. 

¶ to ensure regulatory requirements are maintained and followed 
 
Coordinate with housekeeping personnel to 

¶ arrange refreshments for customers and guests 

¶ maintain clean work environment 
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Performance Criteria(PC) w.r.t. the Scope  

Element Performance Criteria 
Coordinating with 
others 

To be able to competent, the user/individual on the job must be able to: 
PC1. carry out role requirements and responsibilities as per company training 
PC2. promptly escalate concerns and problems encountered 
PC3. address any concerns raised  

Knowledge and Understanding (K) 

A. Organizational  
Context 

(Knowledge of the 

company /  

organization and  

its processes) 

The user/individual on the job needs to know and understand: 
KA1. cƻƳǇŀƴȅΩǎ ǇƻƭƛŎƛŜǎ ƻƴΥ tŜǊǎƻƴƴŜƭ ƳŀƴŀƎŜƳŜƴǘΣ ǊŜƭŜǾŀƴǘ ƭŜƎƛǎƭŀǘƛƻƴΣ 

standards, policies, and procedures followed in the company  
KA2. organisational structure 
KA3. rŜǘŀƛƭ ǎǘƻǊŜΩǎ ƘƛŜǊŀǊŎƘƛŎŀƭ ŀƴŘ ǊŜǇƻǊǘƛƴƎ ǎǘǊǳŎǘǳǊŜ 
KA4. ŎƻƳǇŀƴȅΩǎ ǇŜǊǎƻƴƴŜƭ ǇƻƭƛŎȅ 
KA5. documentation and reporting practices in organization 
KA6. organisation history and culture 

B. Technical 

Knowledge 
 

The user/individual on the job  needs to know and understand: 
KB1. roles played by the other departments in serving the customer 
KB2. appropriate persons to contact for various functions, for example loss of stock 

needs to be reported to inventory controller 
KB3. functional and process knowledge of other departments to understand the 

terminologies used during the interaction 

Skills (S) [Optional] 

A. Core Skills/ 

Generic Skills  

Writing Skills 

The user/ individual on the job  needs to know and understand how to: 
SA1. raise request to coordinate with other departments in the system such as 

order placement 

Communication Skills 

The user/individual on the job  needs to know and understand how to: 
SA2. communicate effectively with other department personnel  in order to 

achieve smooth sales 

C. Professional skills Problem Solving  

The user/individual on the job needs to: 
SB1. report any concerns to senior management 
SB2. reports any stock related issues to inventory controller 

Teamwork 

The user/individual on the job needs to: 
SB3. understand how to resolve conflict at work  
SB4. understand that interpersonal concerns must not affect organisational 

objective  
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Overview  
 

This unit is about maintaining a safe and clean retail counter in order to enable error-free 

sales and provide a better shopping experience for the customer. Safety of jewellery and 

customers at stores is an important aspect of jewellery retailing. 

 














