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[bookmark: _Toc89220183]1. INTRODUCTION

The Hotel industry is one of the dominant industries in the sector of Hospitality with a great potential in Pakistan. The demand for Hotel Management professionals is already on high rise and is expected to grow more with the increasing number of hotels being set up across Pakistan as well as the attention given towards tourism by the government of Pakistan. Apart from its glamour, a career in Hotel Management has become lucrative and exciting, attracting more and more trainees for this profession. Hotel management is the system involving the management of all elements related to the hotel business. It involves learning the management techniques concerning the hospitality sector that cover all aspects of hotel business including hotel HR & administration, Front office, Sales & Marketing, Housekeeping, Finance, IT, Engineering, Purchase/Supply Chain/Maintenance, Inventory Management, Banquets/Event Management, Food and Beverage management and Security.
Hotel management competency standards deal with the knowledge, tools & techniques and skills, which would be useful for identifying scope, requirement to gather, providing deliverables and achieving the milestones with quality and satisfaction of different stake holders. These standards focus on the efficient & effective work performance in assisting the guest during their stay.
This Hotel Management qualification is designed as a comprehensive training program to the study of Hotel Management for all genders at diploma level (level 1-5). This training program covers all features of hospitality sector of the subject like Initiating, Planning, Executing and Monitoring & Controlling. The economic and managerial aspects of Hotel Management and the marketing, organizational and technological issues involved.
Furthermore, the students are introduced with new skills in a stepwise manner to increase their self-competencies in changing                 Hotel Management operations. Notably, students are stimulated to polish their entrepreneurial skills and explore new horizons of the Hotel Management industry.
	
	To improve the quality and relevancy of this training program, National Vocational & Technical Training Commission (NAVTTC) via Qualification Development Committee (QDC) developed National Competency Standards Level 5 for Hotel Management. The learning outcomes through	curriculum provide enough grounds to enrich the Hospitality industry with demand-driven trained personnel in line with the latest industrial needs. Furthermore, this curriculum can be implemented in different sectorial pathways with flexibility in both public and private sector institutes.

[bookmark: _Toc89220184]2. PURPOSE OF THE TRAINING PROGRAM

The purpose of this qualification is to give the trainee a thorough understanding and skills of the Hospitality Sector with special reference to Hotel Management in three years training program. The hotel industry needs skilled human resource for meeting the national and international standards. Upon successful completion of this course the trainee should be able to:

· Understand core elements of hotel industry
· Give an account of essentials of hotel management and future of this industry
· Demonstrate an understanding of different hospitality manners
· Point out relevant industry stakeholders & their roles in driving innovative in hotel management
· Improve the professional competence of the trainees
· Provide opportunities for recognition of skills attained through non-formal or informal pathways
· Improve the quality and effectiveness of training and assessment for hotel industry skilled labor.
· Enhance hotel industry activities at regional/provincial/national levels through better approach

[bookmark: _Toc89220185]3. OVERALL OBJECTIVES OF TRAINING COURSE

The primary objective of this training program is to provide the trainees with up-to-date knowledge and skills required for hotel management operations to cope the challenges of the hotel industry. After qualifying the course at different levels (Level 2 – 5), the students will be able to get job in the hotel industry and able to perform as entrepreneurs. The contents of the course are specifically designed in such a way that it covers all the major of Pakistan hence, the students are sufficiently exposed to operational requirements of these sectors and are ready to perform their duties confidently.

    The overall objectives of developing Hotel Management qualification are as follows:

· Improve the overall quality of training delivery and setting national benchmarks for training of Hotel Management (Level-2 to 5) in the country.
· Provide flexible and progressive learning opportunity for trainees to receive relevant and up-to-date skills in hotel industry.
· Provide basis for competency-based assessment which is recognized and accepted by employers in modern days.
· Establish a standardized and sustainable training in consultation with the hotel industry.

4. [bookmark: _Toc89220186]COMPETENCIES TO BE GAINED AFTER COMPLETION OF COURSE

After completing this course, the students will be capable of performing different Hotel Management operations effectively in Hotel Industry. Furthermore, this skilled training program enables the students to develop multispectral competencies such as creative thinking, problem solving, research skills, personal and group management, presentation and communication skills, technical and professional negotiations related to Hotel Management operations. The below listed competencies imprinted by this training program are quite prominent to the students’ profile to enhance their employability in their career in Hospitality Sector:



National Vocational Qualification in Hospitality Expert Level-5 
· Manage human resource
· Manage events
· Execute sales and marketing plans
· Perform duty manager responsibilities
· Manage front desk operations
· Manage day to day operations
· Manage customer complaints
· Apply interpersonal skills
· Manage workforce planning (Soft Skills)
· Use social media tools for collaboration and engagement (Digital Skills)
· E-Commerce Social Media Marketing (Digital Skills)
· Apply project information management and communications techniques (Entrepreneurship skills)
· Apply project human resources management approaches (Entrepreneurship skills)
· Manage personal finances (Entrepreneurship skills)
5. [bookmark: _Toc89220190][bookmark: _Hlk61348492]POSSIBLE AVAILABLE JOB OPPORTUNITIES IMMEDIATELY AND IN THE FUTURE

Duty manager Level-5, Hotel Club Officer Level-5,Night Auditor Level-5, Night Manager Level-5, Restaurant Manager Level-5, Sous chef Level-5.

[bookmark: _Hlk61348527]
6. [bookmark: _Toc89220191]TRAINEE ENTRY LEVEL:

· Level-5: Level-4 Hospitality Expert.

7. [bookmark: _Toc89220192]MINIMUM QUALIFICATION OF TRAINER
· 2-5 years of professional experience in Hospitality Industry after D.A.E or Level-5 (Hotel Management) / Bachelors degree in Hotel Management.


8. [bookmark: _Toc89220193]RECOMMENDED TRAINER: TRAINEE  RATIO

· The recommended trainer and trainee ratio is 1:25 per class.

9. [bookmark: _Toc89220194]MEDIUM OF INSTRUCTION:
· Urdu, English or Local Language.

10. [bookmark: _Toc89220195]DURATION OF COURSE (TOTAL TIME, THEORY & PRACTICAL)

	Module #
	Title
	Theory Total
(Hours)
	Practical Total
(Hours)
	Total
(Hours)
	Credit hours

	35
	Manage human resource
	40
	60
	100
	10

	36
	Manage events
	30

	60
	90
	09

	37
	Execute sales and marketing plans
	40
	80
	120
	12

	38
	Perform duty manager responsibilities
	30
	50
	80
	08

	39
	Manage front desk operations
	20
	40
	60
	06

	40
	Manage day to day operations
	30
	40
	70
	07

	41
	Manage customer complaints
	30
	60
	90
	09

	42
	Apply interpersonal skills
	30
	50
	80
	08

	43
	Manage workforce plannings (Soft Skills)
	20
	40
	60
	06

	44
	Use social media tools for collaboration and engagement (Digital Skills)
	20
	60
	80
	08

	45
	E-Commerce Social Media Marketing (Digital Skills)
	30
	60
	90
	09

	46
	Apply project information management and communications techniques (Entrepreneurship skills)
	40
	60
	100
	10

	47
	Apply project human resources management approaches (Entrepreneurship skills)
	40
	60
	100
	10

	48
	Manage personal finances (Entrepreneurship skills)
	30
	50
	80
	08

	Total hours
	430
	770
	1200
	120



SUMMARY OF COMPETENCY STANDARDS

The proposed curriculum is composed of 37 modules that will be covered in 3600 hrs. It is proposed that the course may be delivered in three years period. The distribution of contact hours (practical & theory) is given below:

· Theory: (35.83%) Practical (64.16%)

· Theory: 981 hours

· Practical: 2619 hours











11. [bookmark: _Toc89220196]SUMMARY – OVERVIEW OF THE CURRICULUM

	Module Title
	Learning Units
	Theory1 Days/hours
	Workplace2 Days/hours
	Timeframe of modules

	Module 35.
Manage Human Resource
	LU1. Assist in determining human resource requirements 
LU2. Contribute to establishing and maintaining productive team relationships
LU3. Assist with human resource monitoring
LU4. Contribute to evaluate human resource practices

	
40
	
60
	
100

	Module 36.
Manage Events
	LU1. Prepare project management plan 
LU2. Develop and evaluate management plan
LU3. Communicate project information
LU4. Contribute to assessing effectiveness of communication
	
30
	
60

	
90

	Module 37.
Execute Sales and Marketing Plans
	LU1. Identify organizational strategic direction 
LU2. Establish performance targets
LU3. Develop a sales plan for a product
LU4. Identify support requirements
LU5. Monitor and review sales plan
	
40
	
80
	
120

	Module 38.
Perform duty manager responsibilities
	LU1. Manage guest relations 
LU2. Perform as a team leader
LU3. Monitor the billing process
	
30
	
50

	
80

	Module 39.
Manage Front Desk Operations
	LU1. Prepare for guest arrival
LU2. Welcome and register guests
LU3. Organize guest departments
LU4. Prepare front office records and reports
LU5. Handle telephone calls
	
20
	
40
	
60


	Module 40.
Manage day to day operations
	LU1. Maintain sufficient level of housekeeping inventory 
LU2. Prepare and maintain the budget of housekeeping and other departments
LU3. Prepare weekly work schedules for all the staffs
	
30
	
40
	
70

	Module 41.
Manage customer complaints
	LU1. Handle guest complaints 
LU2. Address guest complaints
LU3. Addressing customer grievances
	
30
	
60

	
90

	Module 42.
Apply Interpersonal Skills
(Soft Skills)
	LU1. Communicate effectively 
LU2. Use specialized counseling interviewing skills
LU3. Evaluate own communication
	
30
	
50
	
80

	Module 43.
Manage workforce planning
(Soft Skills)
	LU1. Identify workforce
LU2. Develop workforce objectives and strategies
LU3. Implement initiatives to support
	20
	40
	60

	Module 44.
Use social media tools for collaboration and engagement (Digital Skills)
	LU1. Describe different types of social media tools and applications
LU2. Compare different types of social media tools and applications 
LU3. Setup and use popular social media tools and applications and professional practices
	20
	60
	80

	Module 45.
E-commerce social media marketing (Digital Skills)
	LU1. Social media marketing
LU2. Use of electronic media
	30
	60
	90

	Module 46.
Apply project information management and communications techniques (Entrepreneurship Skills)
	LU1. Contribute to communications planning
LU2. Conduct information management activities 
LU3. Communicate project information
LU4. Contribute to assessing effectiveness of communication
	40
	60
	100

	Module 47.
Apply project human resource management approaches (Entrepreneurship Skills)
	LU1. Assist and determining human resource requirements
LU2. Contribute to establishing and maintaining productive team relationships 
LU3. Assist with human resource monitoring
LU4.Contribute to evaluating human resource practices
	40
	60
	100

	Module 48.
Manage personal finances (Entrepreneurship Skills)
	LU1. Develop a personal budget
LU2. Develop a longer term personal budget  
LU3. Identify ways to minimize future finances
	30
	50
	80




 Learning hours in training provider premises, 
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[bookmark: _Toc89220234][bookmark: _Toc89220235]Level – 5 Diploma in Hotel Management 
Module 01: Manage Human Resource

Objective: After completing this module trainee will be able to establish human resource requirements for a small scale project identifying the learning and development needs of people working on the project, facilitating these needs being met, and resolving conflict in the team.

	Duration:
	Total hours
	100
	Practical
	60
	Theory
	40



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning Place

	LU1. Assist in determining human resource requirements 

	· Analyze work breakdown structure to determine human resource requirements

· Prepare a skills analysis of project personnel against project task requirements 

· Assist in assigning responsibilities for achieving project deliverables 
	
· Explain alternative project personnel engagement options 
a. performance appraisals
b. hiring of staff
c. training evaluations etc 

· Job design principles and work breakdown structures 
a. duty roasters
b. job descriptions etc

· Learning and development approaches that can be incorporated into project life cycle 
a. Methods for skills analysis 
b. Project roles, responsibilities and reporting requirements for human resources. 

	12 hour Theory

14 hour Practical

Total: 26 hours
	
	Class Room and Workplace




	
	
	Machine
	
	
	

	LU 2. Contribute to establishing and maintaining productive team relationships 

	
·  Actively seek views and opinions of team members during task planning and implementation 

·  Promote cooperation and effective activities, goals and relationships within team 

·  Communicate with others using styles and methods appropriate to organizational standards, group expectations and desired outcomes 

·  Communicate information and ideas to others in a logical, concise and understandable manner 

·  Regularly seek feedback on nature and quality of work relationships, and use feedback as basis for own improvement and development 
	
· Describe alternative project personnel engagement options (communication meetings, project briefings etc)

· Explain job design principles and work breakdown structures
(job analysis, training needs etc)
 
· Explain learning and development approaches that can be incorporated into project life cycle 
(project presentations, manpower requirement)

· Describe methods for skills analysis 
(appraisals, interviews, etc)
· Explain project roles, responsibilities and reporting requirements for human resources
(prepare project hierarchy, describe jobs etc)

	10 hour Theory

20 hour Practical
	
	Class Room and Workplace

	
	
	
	
Total: 30 hours
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	LU 3. Assist with human resource monitoring 

	· Monitor work of project personnel against assigned roles and responsibilities within delegated authority levels 

· Monitor and control actual effort against project plan 

· Review skill levels against allocated tasks and recommend solutions, where required, to others

· Advise others within delegated authority when assigned responsibilities are not met by project personnel
 
· Undertake work in a multi-disciplinary environment according to established human resource management 
	
· Describe alternative project personnel engagement options 
a. work schedules
b. job assignments


· Explain Job design principles and work breakdown structures 
a. evaluations
b. follow-ups

· Describe learning and development approaches that can be incorporated into project life cycle 
a. prepare timeline presentation
b. prepare human resource requirement

· Explain methods for skills analysis 
a. feedback & follow ups
b. prepare training needs

· Prepare project roles, responsibilities and reporting requirements for human resources.
a. job descriptions
b. work force requirement 

	08 hour Theory

12 hour Practical

Total: 20 hours 
	
	Class Room and workplace/ Lab



	
LU 4. Contribute to evaluating human resource practices 

	
· Contribute to assessing effectiveness of project human resources management 





·  Document lessons learned to support continuous improvement processes 
	
· Explain alternative project personnel engagement options 
(alternative duty schedules, job assignments)


· Describe learning and development approaches that can be incorporated into project life cycle 
(training plans, job rotation schedule)


	10 hours Theory

14 hour Practical

Total: 24 hours
	
	Class Room and workplace

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





[bookmark: _Toc89220236]Module 02: Manage events

Objective: After completing this module trainee will be able to describe & develop a hotel management plan, including assessing project requirements and planning for all stages to completion and final documentation.


	Duration:
	Total hours
	90
	Practical
	60
	Theory
	30



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning Place

	LU1. Prepare project management plan 

	
· Produce document on project tasks and associated timelines, including installation processes and test requirements 

· Assess and produce document on resource requirements to assist allocation of appropriate resources 

· Determine and document budgetary requirements

· Discuss roles of all identified parties associated with project to ensure their involvement 

· Produce project verification document, including monitoring and control processes, and review processes such as quality audits 
· Consult with all relevant parties prior to finalizing draft plan and make changes as appropriate 
	
· Explain key attributes of common telecommunications applications and related equipment 
(emails, social media, Wi-Fi              internet, telephone, fax etc)
· Compare the connections to carrier infrastructure or equipment ( Wi-Fi connection speeds, telephone exchange etc )

· Explain advantages of leasing and purchase options to assist in delivering cost effective solutions 
(budget and budgetary allocations, occupancy forecast, marketing plans, outsourcing agreements etc)



· Compare network and transmission equipment 
(lists of equipment with latest technology, cost comparison of different equipment etc)

· Show warranty information for equipment supplies and contractor work guarantees
(local & international warranties, aftersales service offers & agreements , civil defense certificates, building completion certificate etc)

· Illustrate performance parameters and typical faults that may be encountered in client equipment and related connection and transmission media
(electrical drawings, fire escape plans etc)
	10 hour Theory

20 hour Practical

Total: 30 hours
	
	Class Room and Workplace

	LU.2 Develop and evaluate management plan
	· Evaluate and assess project brief and related documents

· Produce training plan assessing training needs and associated timelines for efficient project implementation
	· Describe current legislation relating to the design of installation of telecommunications equipment and connection to carrier services  (legal contracts, business agreements etc)

· Illustrate Workplace health and safety (WHS) issues that need to be built into a plan, with consideration of: 
· electrical safety 
· materials handling 
· physical hazards 
· confined spaces 
· heights 
· lifting
(training requirements, training plans, health & safety guidelines charts, workplace safety charts etc)
	7 hour Theory

10 hour Practical

Total: 17 hours
	
	

	LU3. Communicate project information 

	· Produce and document final plan to include implementation details and training needs 









· Present plan to client and obtain sign off 
	· Current legislation relating to the design of installation of telecommunications equipment and connection to carrier services 
(building plan, equipment lists, furniture requirement, staff requirement etc)


· Advantages of leasing and purchase options to assist in delivering cost effective solutions 
( feasibility plan, return on investment, budget and forecast etc)

	7 hour Theory

10 hour Practical

Total: 17 hours
	
	Class Room and workplace



	LU4. Contribute to assessing effectiveness of communication 

		
· Assist in ongoing review of project outcomes to determine effectiveness of communications-management activities 



· Report communications-management issues and responses to higher project authorities for application of lessons learned to future projects 
	· Explain the project attributes and specifications
(building plans, business development plan, revenue forecast etc)


· Compare the power requirements and electrical safety aspects of the installation plan 
(electrical drawings, short circuit hazard etc

· Interpret and revise a project management plan 
(produce an alternate completion timeline, labor and material outsource benefits


	6 hours Theory

20 hour Practical

Total: 26 hours
	
	Class Room and workplace





[bookmark: _Toc89220237]Module 03: Execute sales and marketing plans

Objective: After completing this module, the learner will be proficient to develop a sales plan for a product or service for a team covering a specified sales territory based on strategic objectives and in accordance with established performance targets. 


	Duration:
	Total hours
	120
	Practical
	80
	Theory
	40



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning Place



	LU1. Identify organizational strategic direction

	· Obtain and analyze assessment of market needs and strategic planning documents

· Review previous sales performance and successful approaches to identify factors affecting performance

· Determine measures to allow for monitoring of performance.  Analyze information on market needs, new opportunities, customer profiles and requirements as a basis for decision making

· Carry out competitor analysis for rate structure
	· Factors affecting performance of sales performance and successful approaches.
· Monitoring techniques of performance.  Analyze information on market needs
	8 hour Theory

16 hour Practical

Total: 24 hours
	Computer,
Calculator, Note book
	Class Room and Workplace/ Lab

	LU2. Establish performance targets 

	· Determine practical and achievable sales targets 



· Establish realistic timelines for achieving targets 





· Determine measures to allow for monitoring of performance 






· Ensure objectives of the sales plan and style of the campaign are consistent with organizational strategic objectives and corporate image
	· Summaries principles and techniques for selling 
(target oriented ad campaign, banners, flayers etc)

· Explain methods for monitoring sales outcomes 
(target meeting summary, guest feedback etc

· Illustrate Statistical techniques for analyzing sales and market trends 
(market surveys, business growth charts etc)


· Show internal and external sources of information that are relevant to identifying organizational strategic direction and developing a product sales plan. 
( guest comment cards, online reviews etc)
	8 hour Theory

16 hour Practical

Total: 24 hours
	Computer,
Calculator, Note book
	Class Room and Workplace/ Lab




	LU3. Develop a sales plan for a product 

	
· Determine approaches to be used to meet sales objectives 


· Identify additional expertise requirements and allocate budgetary resources accordingly 

· Identify risks and develop risk controls 



· Develop advertising and promotional strategy for product 




· Identify appropriate distribution channels for product 
· Prepare a budget for the sales plan 





· Present documented sales plan to appropriate personnel for approval 
	
· Classify principles and techniques for selling 
(road shows, broachers, media campaign etc)

· Describe methods for monitoring sales outcomes 
(guest interviews, online reviews etc)


· Explain Statistical techniques for analyzing sales and market trends 
( sales growth graphs, charts, PowerPoint presentation etc)

· Show internal and external sources of information that are relevant to identifying organizational strategic direction and developing a product sales plan. 
( guest comment cards, online reviews etc)



	 8 hour Theory

16 hour Practical

Total: 24 hours
	Computer,
Calculator, Note book
	Class Room and workplace/ Lab

	LU4. Identify support requirements 

	· Identify and acquire staff resources to implement sales plan 

· Develop an appropriate selling approach 


· Train staff in the selling approach selected 





· Develop and assess staff knowledge of product to be sold 
	· Explain  principles and techniques for selling 
(market survey, online review, comment cards etc)

· Describe methods for monitoring sales outcomes 
(sales history, target achievement)

· Illustrate Statistical techniques for analyzing sales and market trends 
(sales growth graphs, charts, PowerPoint presentation etc)

· Interpret internal and external sources of information that are relevant to identifying organizational strategic direction and developing a product sales plan
(guest comment cards, online reviews etc)



	8 hour Theory

16 hour Practical

Total: 24 hours
	Computer,
Calculator, Note book
	Class Room and workplace/ Lab



	LU5. Monitor and review sales plan 

	· Monitor implementation of the sales plan 



· Record data measuring performance versus sales targets 




· Make adjustments to sales plan as required to ensure required results are obtained 
	· Describe principles and techniques for selling 
market survey, online review, comment cards etc)

· Explain methods for monitoring sales outcomes 
(sales history, target achievement)

· Illustrate statistical techniques for analyzing sales and market trends 
( sales growth graphs, charts, PowerPoint presentation etc)

· Explain Internal and external sources of information that are relevant to identifying organizational strategic direction and developing a product sales plan. 
( guest comment cards, online reviews etc)



	8 hour Theory

16 hour Practical

Total: 24 hours
	Computer,
Calculator, Note book
	Class Room and workplace/ Lab













[bookmark: _Toc89220238]Module 04: Perform duty manager responsibilities
	
Objective: After completing this module trainee will be able to perform skills to monitor and act as duty manager to supervise the guest related activities including front office shifts, billing, night audit, etc.

	Duration:
	Total hours
	80
	Practical
	50
	Theory
	30



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning Place

	LU-1. Manage guest relations 

	· Interact with the guests in a friendly, cheerful and courteous demeanor 

· Respond to telephone and in-person inquiries regarding reservations, hotel information and guest concerns, if needed 

· Uses suggestive selling techniques to sell room nights, increase occupancy and revenue

	· Illustrate financial reporting cycles and procedures in a front office context.(call logs , selling techniques)  


	10 hours Theory

15 hours Practical

Total:25 hours
	· Stationary, note pads and related registers 

· PPE & Manuals 

· Computer / laptop and printer
	
Class Room and workplace

	LU-2: Perform as a team leader
	· Prepare weekly and monthly duty rosters 

· Supervise daily shift process ensuring all team members adhere to SOPs 

· Respond to guest complaints effectively (role play) 

· Adhere to company credit limit / floor limit policies 

· Allocate rooms to expected VIP arrivals 

· Demonstrate the operation of EPABX equipment

	· Elaborate Identification and rectification of typical variances and discrepancies.(guests interviews)

	10 hours Theory

15 hours Practical

Total: 25
	
· Stationary, note pads and related registers 

· PPE & Manuals 

Computer / laptop and printer
	Class Room and workplace 


   

  
	LU-3: Monitor the billing process





	· Cross Check all billing instructions are correctly updated 

· Controls cash transactions at the front desk 

· Supervise the operations of the front desk to ensure an optimal level of service and hospitality is provided to the guests 

· Perform other duties assigned by management time to time 

· Ensure Front office log book and hotel log book is always updated and auctioned upon 

· Follow security procedures and reporting suspicious activity to senior management 

· Assist all departments in serving the guests during busy hours 

· Take responsibility in the absence of the Front office manager 

· Supervise as a role model, sharing your expertise and continually inspiring the front office team
	· Illustrate financial reporting cycles and procedures in a front office context
· Prepare ledgers technique (guest registration foams , Logbook reporting procedures etc)

	10 hours Theory

20 hours Practical

Total: 30 hours 
	
	Class Room and workplace 





[bookmark: _Toc89220239]Module 05:  Manage front desk operations

Objective: After completing this module trainee will be able to supervise profitable kitchen operation in a professional manner.

	Duration:
	Total hours
	60
	Practical
	40
	Theory
	20



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1. Prepare for guest arrival
	· Prepare reception area for service and check all necessary equipment prior to use as per establishment procedures
· Check arrival details and review prior to guest arrival as per SOPs
· Allocate rooms in accordance with guest requirements and as per SOPs
· Compile accurate arrival lists and distribute to relevant personnel or departments as per SOPs
· Inform colleagues and other departments of special situations or requests in a timely manner
	Explain guest cycle in hotel industry
Prepare a checklist for guest arrival
Explain the rooms status for allocating rooms to guest
Classify the types and categories of rooms in a hotel
Enlist the modes required for inter and intra department communication

	4 hours
Theory

8 hour
Practical

Total hours 12
	Stationary, note pads and related registers
	Class Room and workplace

	LU2. Welcome and register guests







	· Welcome guests warmly and courteously as per the establishment procedure
· Confirm reservation details with guests as per job requirements
· Register guest with or without reservations according to establishment system and procedure
· Follow correct accounting procedures, where necessary in accordance with established policies with track of high balance of the in-house guests
· Follow correct enterprise procedures, where rooms are not available immediately, or overbooking has occurred
· Facilitate guest arrivals and report discrepancies between actual and expected arrivals as per SOPs
	Describe check-in procedure
Explain SOP’s for receiving guest
Demonstrate 15/5 rule for receiving and greeting guest
Describe Guest module for effective guest relation
Outline the procedures to welcome guests to hotel 
Enlist the steps of confirming reservation details with guest 

	4 hours
Theory

8 hours
Practical

Total hours 12
	Cleaning hose pips, shower guns
	Class Room and workplace

	LU3.  Organize guest departures
	· Review departure list and check for accuracy as per SOPs
· Seek information on departing guest from other departments in a timely manner to facilitate the preparation of guest folio
· Prepare guest folio and check for accuracy as per SOPs
· Explain the guest folio clearly and courteously to the guest
· Recover key cards from the guest and process correctly as per SOPs
· Check the room for missing belongings of the guest with the concerned departments
· Follow group checkout procedures as per SOPs
	Explain the check-out procedures
Describe the procedure of payment clearing during check-out
Demonstrate the procedures for preparing vacant room for next guest
	4 hours
Theory

8 hour
Practical

Total hours 12
	 Computer / laptop and printer 4. Telephone set & PABX system
	Class Room and workplace

	LU4. Prepare front office records and reports
	· Prepare front office records and update within designated timelines
· Follow establishment policies related to room charges, no shows, extensions and early departure
· Distribute reports and records to appropriate departments within designated timelines
· Maintain log book and guest feedbacks
	Summarize the list of information required for front office documentation
Explain the procedures for dealing with different room statuses e.g. Vacant, Occupied, Out-of-Order etc.  
	4 hours
Theory

8 hour
Practical

Total hours 12
	Stationary, note pads ,registers, Customer feedback / log book
	

	LU5. Handle telephone calls
	· Receive calls promptly and courteously as per SOPs
· Forward calls to relevant department, where necessary as per SOPs
· Receive guest messages courteously and act on immediately
· Follow up on the guest request as per SOPs
	Explain the practices of responding to telephone calls and quires 

	4 hours
Theory

8 hour
Practical

Total hours 12
	 Computer / laptop and printer 4. Telephone set & PABX system
	Class Room and workplace


















[bookmark: _Toc89220240]Module 06: Manage day to day operations

Objective: After completing this module trainee will be able to plan the day to day activities of the housekeeping department in an efficient way. It includes maintaining inventory for housekeeping, preparing budget and scheduling the housekeeping tasks.


	Duration:
	Total hours
	70
	Practical
	40
	Theory
	30



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning Place

	LU-1. Maintain sufficient level of housekeeping inventory
	· Estimate the quantity of items required for housekeeping department of the entire hotel 

· Ensure that the level of inventory never falls below the threshold level 

· Ensure that the ordered quantities are received on time 

· Set the frequency of housekeeping processes in the hotel 

· Prepare the list of various housecleaning activities that must be carried out 

· Estimate the amount of time it should take a housekeeping staff to carry out 

· Identify the appropriate vendor to procure necessary items
	· Site layout and obstacles 

· Offered services available 

· Type of rooms available 

· Required housekeeping materials 

· Company’s code of conduct

· Organization pricing and discount policy
	10 hours Theory

10 hours Practical

Total:20 hours
	· Computer and related software

· Printers 

· PABX System 

· Fax Machine 

· Cash Register 

· Safe Deposit Box 

· Stationary
	Class Room and workplace

	LU- 2. Prepare and maintain the budget of housekeeping and other departments
	· Estimate the quantity and amount of recyclable and non-recyclable items required by the department for a given period of time. 

· Select appropriate vendors to get best rates and good quality materials 

· Prepare a budget for the entire department based on the quantity of products, amount of staffs in the department 

· Ensure that the budget is correctly maintained for the various activities carried out 

· Maintain a file of receipts of all the expense incurred for the department

· Ensure the budget is align with the organizational objective and target
	· Methods of preparing the duty roasters (man hours calculation)

· Occupancy calculation 

	10 hours Theory

15 hours Practical

Total: 25 hours
	· Computer and related software

· Printers 

· PABX System 

· Fax Machine 

· Cash Register
	Class Room and workplace



	LU- 3. Prepare weekly work schedules for all housekeeping staffs
	· Set the performance standards for measuring effectiveness of other housekeeping staffs 

· Cooperate and coordinate with all housekeeping employees 

· Interact with employees and get their planned absence from the office for the week 

· Prepare a weekly work schedule based on employees availability 

· Intimate the employees about the schedule and ensure that it is accepted by all 

· Coordinate with banquet department and fulfill housekeeping requirement for events
	·  Planning of high season & scheduling accordingly 

· Illustrate performance evaluation foams/templates 
· Attendance reports templates 
	10 hours Theory

15 hours Practical

Total: 25 hours
	· Computer and related software

· Printers 

· PABX System 

· Fax Machine 

· Cash Register
	Class Room and workplace












[bookmark: _Toc89220241]Module 07: Manage Customer complaints
Objective: After completing this module trainee will be able to monitor & control the activities of the housekeeping department including supervising staffs, conducting inspections, maintaining housekeeping equipment and addressing any guest grievances.


	Duration:
	Total hours
	90
	Practical
	60
	Theory
	30



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning Place

	LU1. Handle guest complaints
	· Attain guest complaints effectively and take necessary actions immediately as per SOPs

· Record complaints, inform concerned department and follow up as per SOPs
	· Define LEARN module for complaint handling
· Explain the Process of recording complains 
	10 hours
T3heory

20 hours
Practical

Total hours 30
	 Computer / laptop and printer 4. Telephone set & PABX system
	Class Room and workplace

	LU2. Address guest complaints
	· Address customer complaints by coordinating with other departments 

· Refer to management when needed

· Provide feedback to the guest specification
	· Communication skills

· Different cultural understanding 
 
· Problem solving and decision-making skills
	10 hours
Thheory

18 hours
Practical

Total:28
	Computer,
Note book
	Class Room and
workplace

	LU3. Addressing customer grievances
	· Listen to grievances of guests and address them 
ensure that guests are always satisfied

· Escalate guest complaints beyond scope of manager’s role to executive housekeeper
· Receive feedback from guests and evaluate quality of service provided
	· 
	10 hours
T3heory

22 hours
Practical

Total:32
	Computer,
Note book
	Class Room and
workplace


[bookmark: _Toc89220242]Module 08:  Apply interpersonal skills 

Objective: After completing this module trainee will be able to apply the skills and knowledge required to use advanced and specialized communication skills in the client-counselor relationship.

	Duration:
	Total hours
	80
	Practical
	50
	Theory
	30



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning Place

	LU-1. Communicate effectively 
	· Identify communication barriers and use strategies to overcome these barriers in the client-counselor relationship 




· Facilitate the client-counselor relationship through selection and use of micro skills 

· Observe and respond to non-verbal communication cues 



· Integrate case note taking with minimum distraction
	· Describe Legal and ethical considerations for communication in counseling practice, and how these are applied in individual practice:
(language skills, good listener skills, body postures etc)


· Explain Codes of conduct/practice 
(local ethics, moral values etc)




· Explain Discrimination of human rights Practitioner/client boundaries 
(religion, color, gender etc)


· Classify privacy, confidentiality and disclosure 


	12 hours Theory

17 hours Practical

Total:29 hours
	
Computer,
Calculator, Note book
	
Class Room and workplace

	LU- 2. Use specialized counseling interviewing skills
	· Select and use communication skills according to the sequence of a counseling interview 



· Identify points at which specialized counseling interviewing skills are appropriate for inclusion 



· Use specialized counseling communication techniques based on their impacts and potential to enhance client development and growth 

· Identify and respond appropriately to strong client emotional reactions 
	· Illustrate communication techniques and micro-skills
(active listening techniques, 
PowerPoint graphics, emails etc)

· Classify attending behaviors active listening, reflection of content feeling summarizing
(audience language, videos etc)

· Demonstrate  questioning skills open, closed, simple and compound questions 
(keeping tone low or high, giving feedback etc)

· Describe client observation skills
(active listening, asking questions etc)
 


	10 hours Theory

16 hours Practical

Total:26 hours
	Computer,
Note book
	Class Room and workplace



	
	
	
	
	
	

	LU- 3. Evaluate own communication
	· Reflect on and evaluate own communication with clients 



· Recognize the effect of own values and beliefs on communication with clients 


· Identify and respond to the need for development of own skills and knowledge
	· Describe Primary factors that impact on the communication process 
( language barriers, noise, audience behavior etc)

· Show Ways including visual in which different people absorb information
(facial expressions, postures etc)
· Describe Impact of own values on the counseling relationship
(memory, concentration, paying attention etc)

	08 hours Theory

17  hours Practical

Total: 25 hours
	Computer,
Note book
	Class Room and workplace



[bookmark: _Toc89220243]Module 09: Manage workforce planning

Objective: After completing this module, the learner will be able to manage a range of meetings including overseeing the meeting preparation processes, chairing meetings, organizing the minutes and reporting meeting outcomes. It applies to individuals employed in a range of work environments who are required to organize and manage meetings within their workplace, including conducting or managing administrative tasks in providing agendas and meeting material. 

	Duration: 
	Total hours
	60
	Practical
	40
	 Theory
	                         20



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1.  Identify workforce
	· Review current data on staff turnover and demographics
· Assess factors that may affect workforce supply
· Develop organization’s requirement for skilled workforce
	·  Describe factors that may affect workforce supply
	07 hours
Theory

16 hour
Practical

Total:23 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	
Class Room and workplace

	LU2. Develop workforce objectives and strategies
	· Review organizational strategy and establish aligned objectives for modification
· Prepare strategies to address unacceptable staff turnover, if required
· Define objectives to retain required skilled labor
· Define objectives for workforce diversity and cross-cultural management
· Obtain agreement and endorsement for objectives and establish targets
· Develop contingency plans to cope with extreme situations
	·  Describe objectives to retain required skilled labor
· Define objectives for workforce diversity and cross-cultural management

	06 hours
Theory

14 hour
Practical

Total:20 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU3. Implement initiatives to support workforce planning objectives
	· Implement action to support agreed objectives for recruitment, training, redeployment and redundancy
· Develop and implement strategies to assist workforce to deal with organizational dynamics
· Implement succession planning model to ensure desirable workers are developed and retained
· Implement programs to ensure workplace is an employer of choice
	· Define planning model
· Describe action to support agreed objectives for recruitment, training, redeployment and redundancy
	 7 hours
Theory

10 hour
Practical

Total hours 17
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace












[bookmark: _Toc89220244]Module 10: Use social media tools for collaboration and engagement

Objective:  After completing this module, the learner will be able to use social media applications
	Duration:
	Total hours
	80
	Practical
	60
	Theory
	20



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1. Describe different types of social media tools and applications
	· Identify different types of social-media tools and applications

· Illustrate some of the issues associated with the use of social media tools and applications
	·  Explain characteristics of the term social media 

	6-hour theory

20 hour practical

Total = 26 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU2. Compare different types of social media tools and applications
	· Select one social media type for review 

·  Review most popular tools and applications within that social media type

·  Itemize benefits across a range of the most popular tools and applications.

· Select most appropriate social media tool or application
	· Importance of uses of social media applications
	8 hours
Theory

20 hour
Practical

Total: 28 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU3. Set up and use popular social media tools and applications and professional practice
	· Identify social media tools and applications for possible implementation 

· Initiate preferred social media tools and applications for use

· Establish social media interface using text and file content
 
· Initiate social networking interaction

· Test and evaluate tools and applications for ease of use
 
· Present findings
	· Understanding of popular social media applications 

	6 hour
Theory

20 hour
Practical

Total: 26 hours

	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace




[bookmark: _Toc89220245]Module 11: E-Commerce – Social Media Marketing

Objective: After completing this module, the learner will be able to develop effective E-Marketing strategies for social media.
	Duration: 
	Total hours
	90
	Practical
	60
	Theory
	30



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1. Social Media Marketing
	· Develop  different Social media marketing techniques
 
· Apply suitable Classified Advertisement techniques on social media 

	· Introduction of Modern marketing techniques while using social media 
	
15 hours
Theory

30 hour
Practical

Total: 45 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	
Class Room and workplace

	LU2. Use of electronic media
	· Perform Electronic Mail Marketing 

· Create Blogs
	· Uses and impact of electronic marketing 
	15 hours
Theory

30 hour
Practical

Total: 45 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace






[bookmark: _Toc89220246]Module 12: Apply project information management and communications techniques

Objective: After completing this module, the learner will be able to learn how to provide a critical link between people, ideas and information at all stages in the project life cycle. It involves assisting the project team to plan communications, communicating information related to the project, and reviewing communications. It applies to individuals who are project practitioners working in a project support role.

	Duration: 
	Total hours
	100
	Practical
	60
	Theory
	40



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1.Contribute to communications planning
	· Identify, source and contribute relevant information requirements to initial project documentation.
· Contribute to developing and implementing the project communications plan and communications networks
	· Outline methods of reviewing communication outcomes

	10 hours
Theory

10 hours
Practical

Total: 20 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU2.Conduct information management activities
	· Act on and process project information according to agreed procedures as directed, to aid decision-making processes throughout project life cycle 
· Maintain information to ensure data is secure and auditable
	· Summarize models and methods of communications management in context of project life cycle and other project management functions

	10 hours
Theory

10 hours
Practical

Total: 20 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU3. Communicate project information
	· Communicate with clients and other stakeholders during project using agreed networks, processes and procedures to ensure flow of necessary information 
· Ensure reports are prepared and released according to authorization, or produced for release by others 
· Seek information and advice from appropriate project authorities as required
	· Identification of Project Information, policies and procedures relevant
· Summarize models and methods of communications management in context of project life cycle and other project management functions
	10 hours
Theory

20 hours
Practical

Total: 30 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	

	LU4. Contribute to assessing effectiveness of communication
	· Assist in ongoing review of project outcomes to determine effectiveness of communications-management activities 
· Report communications-management issues and responses to higher project authorities for application of lessons learned to future projects
	· Assessment of effectiveness of project communication
	10 hours
Theory

20 hours
Practical

Total: 30 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	




[bookmark: _Toc89220247]Module 13: Apply Project Human Resources Management

Objective: After completing this module, the learner will be able to assist with aspects of human resources management of a project. It involves establishing human resource requirements, identifying the learning and development needs of people working on the project, facilitating these needs being met, and resolving conflict in the team. It applies to individuals who are project practitioners working in a project support role.

	Duration: 
	Total hours
	100
	Practical
	60
	Theory
	40



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1.Assist in determining human resource requirements
	· Analyze work breakdown structure to determine human resource requirements 
· Prepare a skills analysis of project personnel against project task requirements 
· Assist in assigning responsibilities for achieving project deliverables
	· Identification of alternative project personnel engagement options
· Requirements for human resources.
	10 hours
Theory

15 hours
Practical

Total hours: 25
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU2.Contribute to establishing and maintaining productive team relationships
	· Actively seek views and opinions of team members during task planning and implementation 
· Promote cooperation and effective activities, goals and relationships within team 
· Communicate with others using styles and methods appropriate to organizational standards, group expectations and desired outcomes 
· Communicate information and ideas to others in a logical, concise and understandable manner 
· Regularly seek feedback on nature and quality of work relationships, and use feedback as basis for own improvement and development
	·  Explain job design principles and work breakdown structures
· Describe learning and development approaches that can be incorporated into project life cycle
· Project team relationship building
	10 hours
Theory

15 hours
Practical

Total hours: 25
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU3.Assist with human resource monitoring
	· Monitor work of project personnel against assigned roles and responsibilities within delegated authority levels 
· Monitor and control actual effort against project plan 
· Review skill levels against allocated tasks and recommend solutions, where required, to others 
· Advise others within delegated authority when assigned responsibilities are not met by project personnel 
· Undertake work in a multi-disciplinary environment according to established human resource management practices, plans, guidelines and procedures 
· Resolve conflict within delegated authority according to agreed dispute-resolution processes 
· Assist in offering human resource development opportunities to individuals with skill gaps
	· Listing of methods for skills analysis and monitoring
· Identification and description of project roles, responsibilities and reporting

	10 hours
Theory

15 hours
Practical

Total hours 25
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU4.Contribute to evaluating human resource practices
	· Contribute to assessing effectiveness of project human resources management 
· Document lessons learned to support continuous improvement processes
	·  Knowledge of effective project human resources management
· Improvement of project processes

	10 hours
Theory

15 hours
Practical

Total hours 25
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	






[bookmark: _Toc89220248]Module 14: Manage personal finances

Objective: After completing this module, the learner will be able to describe the outcomes required to develop, implement and monitor a personal budget in order to plan regular savings and manage debt effectively.

	Duration: 
	Total hours
	800
	Practical
	50
	Theory
	30



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1.Develop a personal budget
	· Calculate current living expenses using available information to prepare a personal budget. 
· Keep a record of all income and expenses for a short period of time to help estimate ongoing expenses. 
· Subtract total expenses from total income to determine a surplus or deficit budget for the specified period. 
· Find reasons for a deficit budget and ways to reduce expenditure identified. 
· Identify ways to increase income, if possible
	· Preparing cash flow statement
· Basic concepts of Time value of
money
· Understanding of current and
fixed assets
· Understanding of elements of
equity and liabilities (long term
and short term)
· Identification of available
financial resources
· Step by step budget plan preparation
· Budget review techniques
	
10 hours
Theory

10 hour
Practical

Total: 20 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	
Class Room and workplace

	LU2.Develop longer term personal budget
	· Analyze income and expenditure and set longer term personal, work and financial goals. 
· Develop a longer-term budget based on the outcomes of short-term budgeting, and adjust to meet living, work and future career requirements. 
· Identify obstacles that might affect finances such as job loss, sickness or unexpected expenses contingency savings 
· Formulate a regular savings plan based on budget, using secure savings products and services. 
· Monitor expenditure against budget and identify areas of possible expenditure saving
	·  Develop a personal budget based on analysis of expenditure and income
· Monitor expenditure for a period of up to 2 weeks.

	
10 hours
Theory

30 hour
Practical

Total: 40 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU3.Identify ways to maximize future finances
	· Determine sources and ways to maximize personal income, including from work, investments or available government payments/allowances. 
· Get further education or training to maintain or improve future income. 
· Identify the need for debt to finance living and other expenses, and determine the appropriate levels of debt and repayment. 
· Consolidate existing debt, where possible, to minimize interest costs and fees. 
· Seek professional money management services, where available, to ensure financial plans are effective and achievable.
	·  Formulate goals and identify financial contingency plans

	10 hours
Theory

10 hour
Practical

Total: 20 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	
Class Room and workplace





[bookmark: _Toc89220249]LIST OF TOOLS
	LIST OF TOOL AND EQUIPMENT

	SR.NO
	Tools
	Required items for 24 candidates

	1.
	Chiller, compressors, RO (reverse osmoses), Filters.
	1 Unit each

	2.
	Refrigerator, cooling agents,
	1 Unit each

	3.
	Freezer, incubators
	1 Unit each

	4.
	Stoves
	6 No.

	5.
	Food packaging system with filling and sealing, can seamer, shrink wrapper, stripper, case packer, labeler, cap applicators, case sealer, lifters, card board packer, milters
	1 Unit each

	6.
	Jack lift, fork lifter, hand jack’s lifter, material moving lifters, hydraulic lifters, palletizers
	1 Unit each

	7.
	Trolley, liquid jacked tanks
	1 Unit each

	8.
	Wheeler
	1 No.

	9.
	Poly/temperature sealer, shrink machines, cylinders
	1 Unit each

	10.
	Cap sealer
	1 No.

	11.
	Pressure canner
	1 No.

	12.
	Pressure cooker
	2 No.

	13.
	Cap seal
	1 No.

	14.
	Oven
	1 No.

	15.
	Steam-jacketed kettle
	1 No.

	16.
	Smoking trays
	6 No.

	17.
	Meat grinder
	1 No.

	18.
	Stuffer/linker
	1 No.

	19.
	Silent cutter
	1 No.

	20.
	Brix refractometers (0-90o brix)
	2 No.

	21.
	Clinometers
	1 No.

	22.
	Electronic scales (0.1 gm. capacity)
	1 No.

	23.
	Consist meter/viscometer
	1 No.

	24.
	Vacuum pack machine
	1 No.

	25.
	Laboratory scale cabinet drier or forced draft oven
	1 No.

	26.
	Headspace gauge
	2 No.

	27.
	Test equipment – pH meter, centrifuge, moisture meter, color chart/colorimeter, texture meter
	2 Unit each

	28.
	Computer
	1 No.

	29.
	Firefighting equipment, fire extinguisher types and uses, fire hydrants, smoke detector, SCABA (Self
containing and birthing apparatus), fire Alarms, manual and automatic emergency haters, safety shower, safety harness,
	2 unit each

	30.
	First aid kit
	1 No.

	31.
	PPE – apron, face mask, gloves (chemical gloves, surgical, electrical & Steam gloves), gum shoes (rubber shoes) chemical suit, face shelled, safety helmet, air protectives, goggles
	24 No.
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